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Customer Satisfaction 


Limitation on Warranties 
and Liability 


Copyright 


Product Revisions 


If you discover physical defects in the manuals distributed with an Apple product or in the 
media on which a software product is distributed, Apple will replace the documentation 
or media at no charge to you during the 90-day period after you purchased the product. 


In addition, if Apple releases a corrective update to a software product during the 90-day 
period after you purchased the software, Apple will replace the applicable disks and 
documentation with the revised version at no charge to you during the six months after 
the date of purchase. 


In some countries the replacement period may be different; check with your authorized 
Apple dealer. Return any item to be replaced with proof of purchase to Apple or an 
authorized Apple dealer. 


Even though Apple has tested the software described in the manual and reviewed its 
contents, neither Apple nor its software suppliers make any warranty or representation, 
either express or implied, with respect to this manual or to the software described in this 
manual, their quality, performance, merchantability, or fitness for any particular purpose. 
As a result, this software and manual are sold ‘‘as is,” and you the purchaser are 
assuming the entire risk as to their quality and performance. In no event will Apple or its 
Ye) jie @ooc1¥]@) @)|(-16-M elo Ml tele) (me) melic-ceiemlalelig-.e1em tlei(e(-\alt-|Mme)|mereal-\ce a) ¢t-1mer- lt: le [-) 
resulting from any defect in the software or manual, even if they have been advised of the 
possibility of such damages. In particular, they shall have no liability for any programs or 
data stored in or used with Apple products, including the costs of recovering or 
reproducing these programs or data. Some states do not allow the exclusion or limitation 
of implied warranties or liability for incidental or consequential damages, so the above 
Tianlitelecelamelm@r-),ce0i-(elamaur-\’Male)@-1e)6)\a (em el) B 


This manual and the software (computer programs) described in it are copyrighted by 
Apple or by Apple’s software suppliers, with all rights reserved. Under the copyright laws, 
this manual or the programs may not be copied, in whole or part, without the written 


_consent of Apple, except in the normal use of the software or to make a backup copy. 


This exception does not allow copies to be made for others, whether or not sold, but all of 
the material purchased (with all backup copies) may be sold, given, or lent to another 
person. Under the law, copying includes translating into another language. 


You may use the software on any computer owned by you, but extra copies cannot be 
made for this purpose. For some products, a multi-use license may be purchased to allow 
the software to be used on more than one computer owned by the purchaser, including a 
shared-disk system. (Contact your authorized Apple dealer for information on multi-use 
licenses.) 


Apple cannot guarantee that you will receive notice of a revision to the software 
described in the manual, even if you have returned a registration card received with the 
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© Apple Computer, Inc. 1983 
20525 Mariani Avenue 
Cupertino, California 95014 
(408) 996-1010 


Apple, the Apple logo, ProDOS, and ProFile are registered trademarks of Apple 
Computer, Inc. 


Simultaneously published in the United States and Canada. All rights reserved. 


3 | ' 4 
4 J == \" J — J w i * a! = Bi LJ _) Lt * 8) 


° 


s. 
. -) 





The Applell *% 


—_, 
MAMA pag 


tetas 


tt 


* 2 : 
mould 


AppleWorks Tutorial 





? 








SlLusjiuesd 


od List of Figures vi 
a Chapter 1 Welcome to AppleWorks 1 


3 How You'll Learn 
4 What You'll Need 
4 Hardware 
4 Software 
5 What to Do First 


Be Chapter 2 Starting the Apple 
Presents AppleWorks Disk 7 


11 Where to Go From Here 

12 Where to Go When You Finish 
With the Disk 

12 The Key Ideas 

13 The Data Base 

13 The Word Processor 

14 The Spreadsheet 

14 ~Files 

15 The Desktop 

16 What /ntegrated Means 

16 The Clipboard 

17 Moving On 


Table of Contents iii 





= Chapter 3 Starting the Real Program § 19 


21 How to Begin 

25 The Main Menu 

26 Changing to Two Disk Drives 
27 Where to Go From Here 


& Chapter 4 The Data Base 29 


31 Getting a Data Base File 
34 Looking at the File 

34 Multiple-Record Layout 
35 Single-Record Layout 
36 Changing an Entry 

37 Changing the Layout 

41 Finding Things 

42 Selecting Records 

48 Preparing a Report 

50 ~—s Shrinking a Report 
52 ~_=Totaling a Category 
53 Printing to the Screen 
55 Saving Files 

58 Where to Go From Here 
58 Leaving AppleWorks 


€ Chapter 5 The Word Processor 61 


63 Getting a Word Processor File 
65 Changing Information 

66 Deleting Words 

68 Adding Words 

69 Finding a Location 

71 Centering Text 

74 Unjustified Text 

75 Setting a Marker 

76 Replacing Incorrect Words 
78 Moving Text 

81 Calculating Pages 

83 Saving Changes 

85 Leaving AppleWorks 


ivl Table of Contents 





= Chapter 6 The Spreadsheet 87 


89 Getting a Spreadsheet File 
92 Moving Through the File 
92 _~—s*Finding a Cell 
94 = Arithmetic Functions 
95 Jumping Around the File 
96 Making a New Entry 
96 ~=Typing a Label 
97 Copying Cells 
106 Changing a Key Value 
107 Split Spreadsheets 
110 Saving the File 
112 Where to Go From Here 


i Chapter 7 Putting It All Together 113 


116 Getting Files 
118 Copying From the Data Base 
Into the Word Processor 
118 ~~ Preparing to Print 
120 ~=Printing a Report to the Clipboard 
122 Switching to the Word Processor 
123 Copying Information From the Clipboard 
126 = Editing Copied Information 
127 Printing 
128 Removing Files 
130 Leaving AppleWorks 
132 Where to Go From Here 


ha Index 135 





Table of Contents lv 





SHES RBR RPE REPRE RP HERHR RRR eas 








seino6b;4 


fea Chapter 2 Starting the Apple 


Presents AppleWorks Disk 


10 Figure 2-1. Main Lesson Menu, Side 1 
12 Figure 2-2. Main Lesson Menu, Side 2 
15 Figure 2-3. Files 

16 Figure 2-4. The Desktop 

17 Figure 2-5. The Clipboard 


La Chapter 3 Starting the Real Program 


23 Figure 3-1. Getting Started 
25 Figure 3-2. The Main Menu 


me Chapter 4 The Data Base 


33 Figure 4-1. Data Base Review/Add/Change 
Display 

34 Figure 4-2. How to Read a Data Base File 

35 Figure 4-3. Single-Record Layout 

37 Figure 4-4. Change Multiple-Record Layout 

40 Figure 4-5. Altered Multiple-Record Layout 

42 Figure 4-6. A Found Record 

43 Figure 4-7. Selecting Records 

45 Figure 4-8. Choosing Record Selection Rules 

47 Figure 4-9. Selected Records 


List of Figures l vii 





AppleWorks tells you it’s carefully saving the file, and then 
returns you to the Main Menu. Now Mom can review the file 
on screen. 


Note: If AppleWorks tells you that the New Pies file 
already exists, that just means someone else has already 
used the disk and forgot to remove the file. Choose Let 
the new information replace the old to write 
the new New Pies information over the old New Pies. 


& Where to Go From Here 


You can go in three directions from here: 


e Go to the next chapter to learn more about the Word 
Processor. 


e Set up your own data base files. 


e Leave AppleWorks and go have a piece of pie or 
something. 


If you are going to make your own data base files, keep the 
AppleWorks Quick Reference Card handy and use the 
on-screen Help feature if you need reminders or additional 
information. 


@ Lea ving AppleWorks 


To leave AppleWorks from the Main Menu, 


1. Choose Quit. 
AppleWorks asks 
Do you really want to do this? No Yes 


No is highlighted so that you won't accidentally press 
and leave AppleWorks when you're really not 
ready. 
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(2 AppleWorks is an integrated software program from Apple®. 
AppleWorks puts together the three most popular 
applications for personal computers: a word processor, a 
data base, and a spreadsheet. That means you can take 
budget calculations out of the Spreadsheet, for example, 
and lists of customers from the Data Base, and put them 
both into a letter in the Word Processor. You can move 


information into and out of all three applications. 








ae How You’ll Learn 


You can learn all there is to know about AppleWorks, or just 
as much as you need, using four items from your 
AppleWorks package: 


e Apple Presents AppleWorks. This training disk guides 
you through a simulation of the basic AppleWorks 
features, right on your computer—but you won't have to 
worry about making mistakes. Apple Presents 
AppleWorks gently monitors your progress, poses 
problems and helps you solve them, and even offers 
optional quizzes on what you've learned. 





e The AppleWorks Tutorial. That's this manual. It picks up 
where Apple Presents AppleWorks leaves off. With it, 
you'll work through more advanced features of 
AppleWorks, using the real AppleWorks software. And it 
mentions additional features you might want to explore 
on your own. 
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e The AppleWorks Reference Manual. The comprehensive 
reference manual explains each feature in depth. 


e The AppleWorks Quick Reference Card. This card 
provides a brief summary of all the features of 
AppleWorks. 


With this tutorial and the Apple Presents AppleWorks 
training disk, you'll learn how to use AppleWorks. After you 
learn the basics of AppleWorks using the training disk, this 
manual takes you through advanced practice, using the real 
AppleWorks software. 


What You'll Need 


Before you start, make sure you have everything you need. 


Hardware 
To practice with AppleWorks, this is what you'll need: 
e An Apple llc or Ile computer. 


e An 80-column or extended 80-column text card (for the 
Apple lle only). 


e A video monitor. (A TV set doesn't provide a clear 
enough picture for AppleWorks.) 


One disk drive. (A second disk drive is optional.) 


A printer (optional for learning, but highly desirable for 
using AppleWorks). 


Software 


And of course you need software—the stuff that makes the 
computer go. Your AppleWorks package contains three 
flexible (floppy) disks. 


Two of these disks have information on both sides. They’re 
called flippy disks, because you flip them over to get 
information from each side: 
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The Apple Presents AppleWorks disk. Each side of this 
disk contains lessons you use to learn AppleWorks’ 
basics. When you're finished with the first side of the 
disk, just flip it over to learn more from the other side. 





The AppleWorks Startup and AppleWorks Program disk. 
Each side of this disk holds some of AppleWorks’ many 
features. When you've made a copy of each side, you'll 
run AppleWorks with just those two copies. 


Fy oe You'll need two blank disks to make copies of the 
startup and program sides. 





You also received a single-sided disk: 


The AppleWorks Sample Files Data Disk. This disk 

ee includes letters, spreadsheets, and data base files you'll 
use aS you practice advanced features with this manual. 
It also includes some model spreadsheets you can use 
for calculating your personal worth and budget. 


ey What to Do First 


The disks you received in your package are all 
write-protected to prevent accidental damage to their 
contents. But AppleWorks writes information to AppleWorks 
Startup and AppleWorks Program during the startup 
process. So you need to make copies, using one blank disk 
for each side. Your owner’s guide or the manual for your 
operating system tells you exactly how to copy. 


Copy AppleWorks Startup and AppleWorks Program. 


e If you have an Apple llc, use the Duplicate a Disk 
command on your System Utilities disk. 


e If you have ProDOS, use the Copy Volume command in 
the ProDOS Filer. 


e If you have DOS 3.3, use the COPYA command. 


When you've copied the disks, put the original disks in a 
Safe place, and work with the copies. For easier reference, 
copy the label information exactly from the originals. 


® © 
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With your blank disks, you may have received 
write-protect tabs that are designed to cover the little 
notch on the right edge of a disk. Don’t use write-protect 
tabs with the AppleWorks Program disk copy—AppleWorks 
needs to write information to it. 


You may also want to make a copy of the AppleWorks 
Sample Files Data Disk. That way you'll always have a fresh 
copy for others to use as they go through the tutorial in this 
manual. 


You don't have to copy either side of the Apple Presents 
AppleWorks training disk. 


When you've finished making copies of the disks, go to the 
next chapter to learn how to use Apple Presents 
AppleWorks. 
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The best way to learn about AppleWorks is with some 
hands-on experience. Get ready to help the best bakery in 
town—Mom’s Apple Pie Company. With Apple Presents 
AppleWorks, you'll examine financial records for Mom's 
Apple Pie Company, write letters, and prepare financial 
plans. You'll help get a loan for a new factory that Mom 
wants to build in the shape of (what else?) a pie. 





Here’s how to start Side 1 of the training disk: 


1. Find the disk labeled 
Apple Presents 
AppleWorks. 


2. Hold the disk with the 
Side 1 label facing up. 


3. Insert the disk into That’s the built-in drive, if 
drive 1 and close the you have an Apple lic. 
drive door. 


4. Turn on the computer 
and the monitor. 


Restarting: If your computer's already on, hold down 


and and, at the same time, press (RESET ). 
Restarting is easier on your computer's power supply 
than turning it off and on. 
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The disk drive whirs and its light goes on as the drive reads 
information from the disk. A title screen appears briefly, and 
then you see the Apple Presents AppleWorks Main Lesson 
Menu for Side 1. 


Figure 2-1. Main Lesson Menu, Side 1 


MAIN LESSON MENU, SIDE 1 Apple Presents AppleWorks 


What you can do: 


Le [ntroduction 

2. An Overview of AppleWorks 
3. Gateway 

4. The Data Base 


BS. Gert 


Se 


Type number, or use arrows, then press RETURN. 


This menu shows you the options you can choose from, as 
you use Apple Presents AppleWorks. 


if You Don’t See This Menu: Check to make sure 
that 

e All your plugs are fitted snugly; 

e Your monitor is on (and the brightness is turned up); 


e The disk label says Apple Presents AppleWorks, with 
Side 1 facing up; 


e The disk drive door is shut. 


Then go back to the beginning of this section and try 
again. 


101 Chapter 2: Starting the Apple Presents AppleWorks Disk 


x Where to Go From Here 


Go through the lessons on the Apple Presents AppleWorks 
a oe training disk. You won't have to worry about mistakes—it’s 
not the real AppleWorks program. As you use the training 
disk, you'll see boxes superimposed on the screen telling 
you what’s going on, what keys to press, and what to do 
next. 





The first lesson is highlighted. To start the lessons: 


1. Press (RETURN). Whenever a menu selection 
is highlighted, you only have 


to press to accept 
it. 


2. Forget about this book 
(for now). 
Side 1 contains the first part of Apple Presents AppleWorks. 


When you’re ready to go to the lessons on Side 2 of the 
training disk, 


3. Remove the disk from 
the drive and turn it over. 


4. With the Side 2 label 
facing up, insert the disk 
into drive 1 and close the 
door. 


5. Hold down (a) and 


CONTROL ) and at the 
same time press (RESET ). 


You'll see the Main Lesson Menu for Side 2. 
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Figure 2-2. Main Lesson Menu, Side 2 


MAIN LESSON MENU, 


SIDE 2 


Apple Presents AppleWorks 
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What you can do: 


1. 


2. 


cE 


The Word Processor 


The Spreadsheet 


Putting If All Together 


Quit 


ST A A A A A FS a cn cin 


Type number, or use arrows, then press RETURN. 


Where to Go When You Finish With the Disk 


When you're finished with the training disk, come back here 
for a quick review in the next section, “The Key Ideas.” 
Then you'll be ready for advanced practice with the real 
AppleWorks software, using this manual as your tutor as 
you learn. 


See you then! 


W@ The Key Ideas 


Welcome back from the training disk! AppleWorks consists 
of three software applications that work together as one 
program. AppleWorks is a word processor, a data base, and 
a spreadsheet program, all rolled into one. And you can 
move information among all three applications. That’s why 
it's called integrated software. 
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The Data Base 


The AppleWorks Data Base helps you organize and print 
information you might ordinarily keep in lists or in piles of 
index cards: 


® names and addresses 

e schedules and checklists 

@ expense items 

e household and business inventories 
e checkbook records 

e travel itineraries 

® names of business contacts 


You can update the information quickly—and print a report 
right away. You can calculate columns of figures (say, for an 
expense report). And the Data Base lets you organize the 
information and print it in the form you want. 


The Word Processor 


The AppleWorks Word Processor lets you compose text and 
revise it, without retyping: 


® memos 
e letters 
e reports 
@ proposals 
@ articles 


You can write whatever you want, and painlessly edit it, 
rearrange it, polish it up with headers and footers and page 
numbers, and then print it. 
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The Spreadsheet 


The AppleWorks Spreadsheet lets you work with numeric 
information you normally arrange in rows and columns: 


e financial statements 
e forecasts 

e budgets 

@ income taxes 

e stock portfolios 

e cost estimates 


The Spreadsheet recalculates information as often as 
necessary after you change particular pieces of data—and 
you can see the results instantly. The Spreadsheet makes 
almost any kind of quantitative planning or calculating faster 
and easier. You can print intermediate or final copies for 
comparisons, whenever you want. 


The Spreadsheet lets you calculate your household budget, 
for example. How would it affect your finances if you got a 
raise? You can try different salary amounts and see how 
each would affect your total budget. 


Files 


Using the three AppleWorks applications, you make what 
are Called files. Files can be temporarily stored inside the 
computer, or permanently stored on a flexible (floppy) disk. 
The floppy is like a file cabinet. When you want to use a file, 
you get a copy from the disk, just as you'd take a file folder 
out of a file cabinet. 
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Figure 2-3. Files 





The Desktop 


The files you make, or copy from a disk, go on the 
Desktop—the random-access memory (RAM) of the 
computer. It’s like a real desktop, but it’s not permanent. 
(Everything on it disappears when you shut off the power to 
the computer.) You can have up to 12 files on the Desktop, 
but you can examine only one at a time. When you're 
finished with them, you can take them off the Desktop and 
save them permanently on a disk. That’s like putting them 
back into the file cabinet. 
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Figure 2-4. The Desktop 





What Integrated Means 


Integrated means that AppleWorks’ three different 
applications use the same file structure, so they can share 
information easily. In fact, you can switch among the Data 
Base and Word Processor and Spreadsheet almost 
instantaneously. And you can cut information electronically 
from one file on the Desktop and paste it into another file 
just by pressing a few keys. 


Integrated also means that you use the same commands to 
do the same things in all three applications. You only have 
to remember one set of commands. 


The Clipboard 


The clipboard is a part of the computer's memory that 
temporarily holds part of a file that you've cut from one 
place and want to paste in another. 
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Figure 2-5. The Clipboard 





For example, you can cut your stock portfolio projections 
out of the Spreadsheet, and paste them into a letter to your 
stockbroker—fast. 


Moving On 
Now that you know the basics of AppleWorks, you can get 


started on advanced practice. The next chapter shows you 
how to start up the real AppleWorks software. 
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With the training disk, you practiced the basics of the 
AppleWorks Data Base, Word Processor, or Spreadsheet (or 
all three). But the training disk only simulates the 
AppleWorks software; it just scratches the surface of what 
you can do. 


This chapter shows you how to start up AppleWorks, so 
you can go on to advanced practice with one of the three 
applications in Chapters 4, 5, and 6. Because you'll be using 
jy the real software, you should carefully follow the instructions 
> in this manual. When you finish, you'll be ready to start 


———_ 


ZETEC using AppleWorks on your own. 





Do the Training Disk First: If you haven't used the 
training disk at all yet, go back to Chapter 1 to learn how 
to get started with it. 


W How to Begin 


For your practice session with AppleWorks, you need three 
disks: 


e a copy of AppleWorks Startup 
e a copy of AppleWorks Program 
e the AppleWorks Sample Files Data Disk 
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Use Your Copies: If you haven't made copies of the 
Startup and program disks, as instructed in Chapter 1, 
please go back and make the copies now. AppleWorks 
won't run if you try to use the original double-sided disk. 


We've split AppleWorks into two parts: the AppleWorks 
Startup and AppleWorks Program disks. The startup disk 
contains basic information that prepares your computer for 
the rest of the information, which is on the program disk. 
You'll always start AppleWorks with the startup disk, and 
then use the program disk. 


First, find the disk labeled AppleWorks Startup. 


If your computer is off: 


1. Insert the startup disk That's the built-in drive, if 
(label side up) in drive 1. — you have an Apple llc. 


2. Turn on the monitor and 
the computer. 


If your computer’s already on: 


1. Remove any disk 
currently in drive 1 and 
insert the startup disk 
(label side up). 


2. Hold down 


and (c), and at the same 


time press to 


restart the computer. 


In a moment, a copyright screen appears briefly. Then the 
title screen appears. 
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Figure 3-1. Getting Started 


AppleWorks 


Integrated Software 


By Rupert Lissner and Apple Computer, Inc. 
Copyright Apple Computer 1983 USA 


Place the AppleWorks PROGRAM disk in Drive 1 and press Return. 30K Avail. 


This line provides a prompt, telling you what to do next. 
The prompt at the bottom tells you to switch disks. 
If You Don’t See This Screen: Check to make sure 
that 
e All the plugs on your equipment are fitted snugly; 
e Your monitor is on (and the brightness is turned up); 


e Your copy of the AppleWorks Startup disk is in 
drive 1; 


e The disk label is facing up and the disk drive door is 
shut. 


Then go back to the beginning of this section and try 
again. 
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The program disk contains the rest of the information 
your computer needs to get you going with AppleWorks. 
To finish the startup process, 


3. Replace the startup disk 
with the AppleWorks 
program disk. 


4. Press (RETURN ). 


The disk drive spins again, and now AppleWorks asks you 
for the date. 


Type today’s date or press Return: 3/20/84 


Notice that AppleWorks has already suggested a date. Each 
time you start up the program, AppleWorks remembers the 
last date you typed and suggests it for today’s date. It’s 
AppleWorks’ “best guess” for the date. (If you have an 
automatic clock installed in your computer, the date may be 
different from that shown in the illustration.) 


For this tutorial, use September 7, 1984, as the date. 
Mom's Apple Pie Company is preparing for a big quarter, 
with Thanksgiving and Christmas coming up. Sales always 
boom on national holidays. 


5. Type 9/7/84 But you have an extra 4 at 
the end of the date. 


6. Press the bar The unwanted number 
once. disappears! 


The bar on the computer works a little differently 
from the space bar on a typewriter. It types a space 
character. 


7. Press (RETURN ). AppleWorks stores the new 
date on the program disk. 


The AppleWorks Main Menu appears on the screen. 
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ES The Main Menu 


The Main Menu is the first menu you see when you start up 
AppleWorks. Figure 3-2 explains how to read it. 


Figure 3-2. The Main Menu 


Disk: Drive 1 MAIN MENU 


Main Menu ari IM NR ST evap Se, hala NET er UT eens Scene ie Poet Ta OE 


. Add files to the Desktop 






2 Work with one of the files on the/Desktop 
3. Save Desktop files to disk 

4. Remove files from the Desktop 
5. Other Activities 


6. Quit 





heii number, or use arrows, then press Return; g- 7 for. Help 


A prompt. A prompt asks you to type something The cursor shows This Open Apple 
or press a key. you where what you may be an inverse 
, type appears on the A, depending on 
Menu options—they let you choose what ze) ERE P 9 
screen. your computer. 


to do next. 


The disk drive AppleWorks uses to find and to Your program location—what part of the 
save your files. program you're in at the moment. 


The Main Menu is your gateway into AppleWorks. In the 


following chapters you'll start here and move into the 
various applications. 
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* Changing to Two Disk Drives 


lf you have one disk drive, skip to the next section, “Where 
to Go From Here.” 


The instructions in this manual assume you have one disk 
drive. If you have two disk drives, you can tell AppleWorks 
to look in drive 2 for your files, while you keep your program 
disk in drive 1. That way, AppleWorks won't ask you to 
switch disks except during startup. 


From the Main Menu, here’s how to tell AppleWorks to use 
two disk drives: 


1. Press (RETURN) to choose option 1, Add files to 
the Desktop. 


2. From the Add Files Menu, choose option 2, 
A different disk. 

3. Press (RETURN ). 

4. From the Change Current Disk Menu, choose option 2, 
Drive eé. 

5. Press (RETURN ). 

You return to the Add Files Menu, with drive 2 listed as the 

current disk. To get back to the Main Menu, 

6. Press (ESC). 


7. Since AppleWorks is now ready to work with two drives, 
leave your program disk in drive 1 and put your sample 
files disk in drive 2. 


Unless AppleWorks tells you to change disks, you're all 
set. You can disregard instructions in this manual to change 
disks. 


If You Have a ProFile: You can put your files onto the 


ProFile. See the appendix, “Using AppleWorks With a 
ProFile,” in the AppleWorks Reference Manual. 
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a Where to Go From Here 


You're now ready for practice with some advanced features 
of AppleWorks. 


e For the Data Base, go to Chapter 4. 
e For the Word Processor, go to Chapter 5. 
e For the Spreadsheet, go to Chapter 6. 


When you're finished with all three, Chapter 7, “Putting It All 
Together,” shows you how to move information from one 
application to another. 
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You've used the Apple Presents AppleWorks training disk, 
to help Mom’s Apple Pie Company rearrange a file of 
customers by credit rating. The company needed the file as 
part of a loan application. You also made a file for the 
bakery’s new organic pies line. 


In this chapter, you'll continue working with files for Mom’s 
Apple Pie Company. You'll act as an assistant to Sarah 
Simon, the owner of the bakery. Everyone calls her “Mom.” 
She wants to know how organic pie sales performance has 
Lhe been. You'll prepare a data base report for her on the new 
ee == organic pie line using the file you created on the training 
a disk. 





if You Haven’t Started Up AppleWorks: Turn to 
Chapter 3 and follow the complete instructions there on 
starting up the real AppleWorks software. 


ee Getting a Data Base File 


In order to work with a file, you have to take a copy of it 
from a data disk and put the copy on the Desktop. It’s like 
taking a file folder out of a file cabinet. In this section, you'll 
get a copy of the Organic Pies file from the AppleWorks 
Sample Files disk. 
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To add the file, starting at the Main Menu, 


1. Choose Add files to 
the Desktop. 


2. Choose The current 
disk. 


If you have one disk drive, AppleWorks tells you at the 
bottom of the screen to place your data disk in drive 1. 


3. Replace the AppleWorks 
Program disk with the 
AppleWorks Sample Files 
Data Disk. 


4. Press (RETURN ). 


AppleWorks lists the sample files. You want the Organic 
Pies file. When you put this file on the Desktop, you'll be 
able to change it and show the new information to Mom. 


5. Highlight Organic Use (4) to move the 
Pies. highlighting. 


6. Press (RETURN ). 


If you have one drive, AppleWorks asks again for the 
program disk. (AppleWorks has to put more of the program 
into memory along with the file. When the program is in 
memory, it works much more quickly. It won't have to keep 
checking the disk for more information.) 


7. Take the sample files 
disk out of drive 1 and 
insert the program disk. 


8. Press (RETURN ). 


The Organic Pies file appears on your screen. 
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Figure 4-1. Data Base Review/Add/Change Display 


File: Organic Pies REVIEW/ADD/ CHANGE Escape: Main Menu 


Selection: All records 


Pie Name Units Sold Units/Month Date Introduced Total Sales 
Apple Light 4000 2000 Jul 4 84 $16,000 
Carob Crunch 3600 900 May 5 84 $14,000 
Coconut Custard 2800 700 May 5S 84 $12,000 
Crispy Cotton 20 20 Aug 14 84 $80 

Granola Pudding 200 50 May S$ 84 $800 
Kumquat 600 150 May 5 84 $3,600 
Pisco = 3 Jul 4 $4 $20 

Pure Peach 800 400 Jul 4 84 $3,200 
Ragamuffin 500 250 Jul 4 84 $2,000 
Rhubarb 400 200 Jul 4 84 $1,600 
Squash Blossom 400 200 Jul 4 84 $1,600 
Strawberry Stri 460 200 Aug 14 84 $1,600 
Vegetable 285 100 Jul 4 84 $1,200 

Very Berry 6000 1500 May & $4 $24,000 
Yogurt Yummy 1250 300 Jul 4 84 $3,675 

Type entry or use @ commands O=? tor Help 


As you can see from the heading, this is the 
Review/Add/Change display. That means you can 





e review information you've already put into the Data Base, 
e add new information, 

@ or change what you have. 

Choose the Wrong File? If you accidentally chose the 


wrong file, just press to get back to the Main Menu. 
Then try again. 
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* Looking at the File 


Mom has asked you to find out how many Granola Pudding 
pies the company has sold since the pie was introduced. 


Take a look at the listing for Granola Pudding in Figure 4-2. 
It's on the fifth line down. 


Figure 4-2. How to Read a Data Base File 


Pie Name Units Sold Units/Month Date Introduced Total Sales 
Apple Light 4000 2000 Jul 4 84 $16,000 
Carob Crunch 3600 900 May 5 84 $14,000 
Coconut Custard 2800 700 May & 64 $12,000 
Crispy Cotton 20 20 Aug 14 84 $80 

Granola Pudding 200 S0 May 35 64 $800 


| Entry | Record 


Category Name 
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Pie Name is one of the categories in the Organic Pies 
file. A category names one type of information in a file. 


Granola Pudding is an entry under the Pie Name 
category. 


All the entries for Granola Pudding make up a record. If 
you look at the Granola Pudding record under the Units Sold 
category, you'll see that Mom’s Apple Pie Company has 
sold 200 units so far. A good start for a new pie. Mom will 
be glad to hear that. 


Multiple-Record Layout 


Figures 4-1 and 4-2 are in multiple-record layout. They 
give you the big picture of organic pie performance. You see 
some information for many records at the same time in 
multiple-record layout. But you're limited to what will fit on 
the width of the screen. 
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Single-Record Layout 


Suppose Mom wanted you to check out total profits for 
Granola Pudding Pie. That category doesn't fit on the screen 
with the current multiple-record layout. You can see it, 
though, in a closeup of pie performance called 
single-record layout— a// the information for one record. 


To see single-record layout for a particular record, you put 
the cursor anywhere on the record, and zoom in. 


1. Move the cursor down to 
Granola Pudding. 


2. Use (c)-(Z) to Zoom. 


Instantly, you zoom in to the single-record layout for Granola 
Pudding. 


Figure 4-3. Single-Record Layout 


File: Urganic Pies REVIEW/ADD/ CHANGE Escape: Main Menu 


Selection: All records 


Record 5S of 16 


—— wT wre ee eo ee ae 
po ee ee ee ee 


Pie Name: Granola Pudding Delight 
Units Sold: . 200 

Units/Month: 50 

Date [ntroducéd: May 5 S4 

Total Sales: $800 

Total Frofit: $100 

Price/Unit: $4.00 

Cost/Unit: $3.59 

Profit/Unit: $0.50 





Type entry|jor use @ commands G2 for Heip 


Record Category Entry 
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Single-record layout shows you a// the categories for each 
entry—more than fit on the multiple-record layout screen. 
The categories still exist in multiple-record layout, but they're 
out of view. 


Notice that all the information even within one category 
doesn’t always fit in multiple-record layout: you can see from 
this layout that the full name for Granola Pudding Is 
really Granola Pudding Delight. 
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Mom has always been uncomfortable with this pie name. It 
doesn’t have enough pizazz. She'd like you to replace 
Delight with Delite. 


1. Move the cursor to the g_ Use (-+). 
in Delight. 


2. Type te 


But now the word reads Deliteght. To remove those 
extra characters, 


3. Press (CONTROL )-(Y ). The stands for “Why not 


delete everything from the 
cursor to the.end of the 
line?” 


The ght is gone! 


4. Press (RETURN ). 


The cursor moves to the next category. 


5. Zoom back out to Use (G)-(Z). 
multiple-record layout. 


When Mom reviews the file in single-record layout, she'll be 
happy to see the new pizazz in Granola Pudding Delite. 
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a Changing the Layout 


Mom uses multiple-record layout to look at the big picture. 
But she wants the Profit/Unit category to be in the big 
picture, and at the moment, it’s off the edge of the screen. 
In this section you'll change the layout, replacing one of the 
categories with another. 


1. Press (G)-(L). That's for Layout. 


AppleWorks shows you the Change Record Layout display 
for multiple-record layout. 


Figure 4-4. Change Multiple-Record Layout 


File: Organic Pies 


CHANGE RECORD LAYOUT Escape: Review/Add/Change 











--> or ¢-- Move cursor 
+ oO < Switch category positions 

="? G “<--. Change column width 

G-D Delete this category 

G7! Insert & previously deleted category 
Pie Name Units Sold Units/Month Date Introduced Total Sales 
Apple Light 4000 2000 Jul 4 84 $16,000 
Carob Crunch 3600 900 May 3 84 $14,000 
Coconut Custard 2800 700 May & &4 $12,000 
Use options shown above to change record layout SOK Avail. 


Cursor 
How to Do It 


First Three Records 
What You Can Do 


The three records you see are just place holders. They give 
you an idea of the layout of the whole file. When you're 
changing the layout, you can make the columns wider or 
narrower, or move them around, but you can’t change the 
information in them. (That’s what Review/Add/Change is for.) 
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Total Sales 


$16,000 
$14,000 
$12,000 


The More ---» at the bottom right of the screen indicates 
that there are more categories off to the right. That’s where 
Profit/Unit is hiding. 


2. Press until the cursor That's nine times. 
moves to the right edge 
of the screen. Then keep 
pressing it until you get 
to the right margin. 


Most of the original columns have moved off the screen to 
the left. Now you can see what was hidden before. 


Total Profit Profit/Unit Price/Unit Cost/Unit M 

KkXCEnWA=SAEREG SRNR COSe oes KewGaeseaee keane: LM yee eee eee eee Sam age A 
$5,000 $1.20 $4.00 $2.80 R 

$4,000 $1.11 $3.89 $2.78 G 

$3,000 $1.07 $4.29 $3.02 I 

N 


, aelieT ae | 2) ah — A a tal la ld a ade aa Lal a lel 
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Now the More sign points off the left side of the screen. 
And the cursor is blinking on the A of the vertical MARGIN 
on the right. 


Profit/Unit is the center category. Now that you've found it, 
you need to move it back next to Units/Month. (That way, 
it'll show up on the Review/Add/Change display.) 


3. Move the cursor to the Use (~). 
Profit/Unit category. 


4. Press (G)-(<) three Each time you press (4 )-(<), 
times. Profit/Unit moves one 
category to the left. 


The column hops over to the left, just before Date 
Introduced. To see if it all fits, 
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5. Hold down until the 
cursor stops moving, on 
the left margin. 


You’ve got Profit/Unit right where you want it. But notice 
that Total Sales is no longer on the screen. 


Pie Name Units Sold Units/Month Profit/Unit Date Introduce 
Apple Light 4000 2000 $1.20 Jul 4 84 
Carob Crunch 3600 900 $1.11 May 5S 84 
Coconut Custard 2800 700 $1.07 May S 84 
se em i Se es a in gc em a kt A A eM a MOre =+=+> 
Use options shown above to change record layout 30K Avail. 


The total sales figures are important for a complete 
understanding of the big pie picture. You can move the 
category back onto the screen by deleting one of the other 
categories currently on the screen. (Deleted categories still 
exist, and you can “undelete” them if necessary.) 


Mom remembers when all her pies were introduced, so the 
Date Introduced category would be a good one to delete. 


1. Move to the Date Use (+). 
Introduced category. 


2. Press (G)-(D). That's for Delete. 


The Date Introduced category disappears from the screen, 
and Total Sales takes its place. 


To see what the whole file looks like now, in 
Review/Add/Change, 


3. Press (ESC). 


In the center of the screen, AppleWorks asks you which 
way the cursor should go in Review/Add/Change. 
AppleWorks’ best guess is Down. 
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What direction should the cursor 
go when you press Return? 


1: Down Cstandard) 
Ps Right 


To accept the best guess, 


4. Press (RETURN ). 


Here’s what the whole file looks like now, in multiple-record 
format. 


Figure 4-5. Altered Multiple-Record Layout 


File: Organic Pies REVIEW/ADD/ CHANGE Escape: Main Menu 


Selection: All records 


Pie Name Units Sold Units/Month Profit/Unit Total Sales 
Apple Light 4000 2000 $1.20 $16,000 
Carob Crunch 3600 900 e7.7) $14,000 
Coconut Custard 2800 700 $1.07 $12,000 
Crispy Cotton 20 20 $1.00 $80 

Granola Pudding 200 50 $0.50 $800 
Kumquat 600 150 $2.00 $3,600 
Pisco 5 3 $1.00 $20. > 

Pure Peach 800 400 $0.84 $3,200 
Ragamuffin 500 250 $0.90 $2,000 
Rhubarb 400 200 $1.00 $1,600 
Squash Blossom 400 200 $1.00 $1,600 
Strawberry Stri 460 200 $2.83 $1,600 
Vegetable 285 100 $1.05 $1,200 

Very Berry 6000 1500 $1.08 $24,000 
Yogurt Yummy 1250 300 $0.58 $3,675 

Type entry or use @ commands G-? for Help 


That's it! You’ve changed the layout in multiple-record 
format in order to present selected information the way Mom 
wants it to appear. 
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Changing Single-Record Layout: You can also move 
categories around in single-record layout. For example, 
you may want to display addresses with both first name 
and last name entries on the same line. The AppleWorks 
Reference Manual explains how to change single-record 
layout. 





Eee Finding Things 


Mom's worried about one of the new pies, Rhubarb Pie. 
She’s afraid that sales might be so low that the company 
will have to drop it from their line. Her brother, Uncle Bert, 
loves Rhubarb Pie more than any other dessert, and he'll be 
mighty sorry to see it go away. 


You can find information very quickly with AppleWorks, by 
using the Find feature. Once you provide comparison 
information, AppleWorks searches through every category 
and record, looking for information that matches. 


Have AppleWorks find out what rhubarb pie sales were last 
month. 


1. Press (6)-(F). That’s for Find. 


The Find Records screen asks you to type the information it 
will use for comparison. 


Type comparison information: _ 


When you type comparison information, AppleWorks goes 
through the whole file, looking for information that matches 
what you type. 


2. Type rhu You only have to type 
enough for the match to be 
unique. There probably 
aren't any other pie names 
that contain rhu. 


Notice that you don't have to type a capital R—AppleWorks 
matches the letters without worrying about whether they're 
uppercase or lowercase. 
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3. Press (RETURN ). 


AppleWorks finds the record you asked for and displays it 
on the screen. 


Figure 4-6. A Found Record 


File: Urganic Pies FIND RECORDS Escape: Review/Add/Change 


Find all records that contain RHU 
Press G-F to change Find. 


Pie Name Units Sold Units/Month Profit/Unit Total Sales 
Rhubarb 400 200. $1.00 $1,600 
Type entry or use G@ commands G- 7 tor meio 


AppleWorks displays all the records that match your 
comparison information. In this case, there was only one 
match. Sales aren’t so dismal, after all. Good news! Uncle 
Bert won't have to worry about losing his favorite pie. 


To return to Review/Add/Change, 


4. Press (ESC). 


The full file reappears in multiple-record layout. 


8 Selecting Records 


Suppose you wanted to find out about more than one pie, 
but you still didn't want to search through all the categories. 
You can choose criteria that AppleWorks uses to select 
records. 
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Mom would like to know how some of her pies are doing. 
She wants to find pies that meet both of the following 
criteria: 

e Pies introduced since May 1. 

e Pies that have sold over 300. 


These are the rules Mom wants AppleWorks to follow as it 
selects records. So they’re called record selection rules. 


1. Press (G)-(R). That's for record selection 
Rules. 
AppleWorks asks you to select the categories you want to 
look at. 
Figure 4-7. Selecting Records 
File: Organic Fies SELECT RECORDS Escape: Review/Add/Change 
selection: 
7; Pie Name 
2. Units Sold 
3. Units/Month 
4. Date Introduced 
®S. Totei Sales 
G. total Profit 
7. Price/Unit 
8. Cost/Unit 
oS. Profitéynit 
Type number, or use errows, then press Return — 30K Avail. 
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Since you're looking for pies that have had over 300 sales, 
one of the categories you should choose is Units Sold. 


2. Move the highlighting to 
Units Sold. 


3. Press (RETURN ). 


Now AppleWorks wants to Know what sort of comparison 
you want it to perform. 


equals 

is greater than 
is less than 

is not equal to 
is blank 

is not blank 
contains 

begins with 

ends with 

10. does not contain 
1s does not begin with 
12. does not end with 


OnNOWARWD — 


ae) 


Your criterion is a pie that has sold over—or a number 
greater than—300. That’s option 2. 


4. Choose is greater 
than. 


AppleWorks shows you the parts of the first record selection 
rule you've chosen, in the upper left. It’s almost complete: 
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File: Groanic Pies SELECT RECORDS Escape: Review/Add/Change 


Figure 4-8. Choosing Record Selection Rules 


Selection: Units Sold is greater than 


: a a ee ee ee ee ee 


Type comparison information: — 30K Avail. 


In the lower left, AppleWorks asks for comparison 
information. You want to see the records of pies with more 
than 300 sold. 


5. Type 300 


6. Press (RETURN ). 


Good! Now the first comparison is complete. AppleWorks 
suggests additional or alternative comparisons: 


1 x and 
Si or 
z. ¢o through 


Mom wants to know about pies both introduced since May 
and with over 300 sales. So you need a second record 
selection rule. 


The three words on the screen (and, or, and through) 
are called connectors. You can string together rules with 
one or two connectors. For this selection, though, you only 
need one connector. 
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7. Press (RETURN ). Accept and, so you can 
make another comparison. 


AppleWorks shows you the same list of categories you saw 
in Figure 4-7. This time, 


8. Choose Date 
Introduced as the 
selection. 


Since you’ve chosen a category with the word date in it, 
AppleWorks provides a different set of potential 


comparisons: 
ir equals 
Z is after 
3 is before 
4. contains 
ys is blank 


6. is not blank 


The pies you want AppleWorks to look for were introduced 
after May. 


9. Choose is after. 


10. Type May AppleWorks assumes that 
the month alone is equivalent 
to the first day of the month, 
or May 1. 


11. Press (RETURN ). 


Now you have the complete selection rule—but AppleWorks 
is willing to have you add another. 
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File: Organic Fies SELECT RECORDS Escape: Review/Add/Change 


Selection: Units Sold is greater than 300 
and Date Introduced is after May 


1. and 
2. through 


Since you've chosen all the comparisons you need to make, 
go back to Review/Add/Change. 


12. Press (ESC). 


AppleWorks makes the selection and shows you all the 
records that meet your criteria. 


Figure 4-9. Selected Records 


File: Organic Pies REVIEW/ADD/ CHANGE Escape: Main Menu 
Selection: Units Sold is greater than 300 
and Date Introduced is after May 
Pie Name Units Sold Units/Month Proftit/Unit Total Sales 
Apple Light 4000 2000 $1.20 $16,000 
Carob Crunch 3600 900 $1.11 $14,000 
Coconut Custard 2800 700 $1.07 $12,000 
Kumquat 600 150 $2.00 $3,600 
Pure Peach 800 400 $0.84 $3,200 
Ragamuffin 500 250 $0.90 $2,000 
Rhubarb 400 200 $1.00 $1,600 
Squash Blossom 400 200 $1.00 $1,600 
Strawberry Strip 460 200 $2.83 $1,600 
Very Berry 6000 1500 $1.08 $24,000 
Yogurt Yummy 1250 300 $0.58 $3,675 
Type entry or use G commands G=? for Help 


You can see that Mom’s Apple Pie Company has several 
pies that are selling very well. No wonder they need to 
expand into a new factory! 
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a Preparing a Report 


Now that you’ve found everything Mom wants, it’s time to 
prepare her report. 


Information in the Data Base, when you print it, makes up a 
report. |In this section, you'll prepare a report to print— 
choosing what to include, and adjusting its width. Then in 
the next section, you'll print the report to the screen. (You 
don’t have to have your printer hooked up for this.) 


Putting It All Together: In Chapter 7, you'll copy this 
same report into a word processor document, to practice 
integrating information from different applications. For that, 
you should also read Chapter 5, “The Word Processor.” 


To tell AppleWorks that you want to prepare to print a 
report, 


1. Press (G){P). That's for Prepare to print. 


The Report Menu appears, with five options: 


{. Get @ report format 

2 x Create a new "tables" format 
3. Create a new "labels" format 
4. Duplicate an existing format 
5 Erase a format 


The option Get a report format is highlighted, 
because we've already set one up for Organic Pies. 


Earlier in this chapter, you altered the record layout—how 
things look on the screen. Here, you'll alter the report 
format—how things look for reports (both on paper and on 
the screen). 
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Tables format presents information for a lot of records at 
once. It’s equivalent to multiple-record layout on the screen. 
Labels format presents all the information for one record, 
like a mailing label or index card. It’s equivalent to 
single-record layout on the screen. Once you've set up a 
new tables or labels format, it’s saved along with the other 
formats for the file you’re working on. 


Choose to get the report format we've already set up: 


2. Press (RETURN ). 


Now AppleWorks offers a list of current report formats. 
There’s only one current report format set up. It’s called 
Organic Pie Sales, and it’s highlighted. 


3. Press (RETURN ). Accept it. 


The file appears on your screen in report format. 


Figure 4-10. Report Format 


File: Organic Fies REPORT FORMAT Escape: Report Menu 
Report: Organic Fie Sales 
Selection: Units Seld is greater than 300 


and Date Introduced is after May 
“=> OF €-- Move cursor - Right justify this category 
> < Switch category positions - Define a calculated category 


Gg <«-- Change column width 
Arrange C€sort) on this category 


~=> Change report name and/or title 
o-A 

a-D Delete this category 

Gg-G 

G-I 


Printer options 
Print the report 


Add/remove group totals Change record selection rules 
Insert a prev. deleted category Add/remove category totals 


eee meme eee meme eee erm eee meee me eee ee em nn eee ae Ge ee me 


QQ: QO. O-AQ. Qs 
4ADDOZAL it 


Pie Name Units Sold Units/Mo Date Total Sa Total Pr Profit/U L 
ia a ee ees -B---------- -C------ -D-- -E------ -~F------ -G------ e 
Apple Light 4000 2000 JO? $16,000 $3,800 $1.20 n 
Carob Crunch 3600 900 May $14,000 $4,000 os ie 6 
Coconut Cust 2800 700 May $12,000 $3,000 $1.07 7 
Use options shown above to change report format iz Avail. 
Cursor Right Margin 


What You Can Do 
Record Selection Rules 
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When a file appears in report format, AppleWorks is ready 
for you to specify how you want it to look on the printed 
page. Changing the report format for a printed report is 
similar to changing screen layout. 


Notice the words printed vertically on the right edge of the 
report. That’s the margin indicator, telling you how many 
characters wide your report is in its current format. The 
number changes whenever you adjust the report width. So 
the report is currently 67 characters wide. 


The word processor document that will hold this report is 
only 60 characters wide. (That allows for a margin of an inch 
on each side.) In order for this report to fit, it can’t be wider 
than 60 characters. 


By the Way: Your reports don’t a/ways have to be 60 
characters wide. In fact, reports can be up to 13 inches 
wide. The maximum number of characters depends on 
how many characters your printer can print in an inch (up 
to 24). 


In this section, you'll practice changing this format slightly, 
but we've done most of the work already. 


Shrinking a Report 


You'll have to change the format of this report a little, to 
shrink it down to 60 characters wide. The options available 
for formatting reports are listed in the middle of the screen 
in Figure 4-10. They’re similar to those you used to change 
the multiple-record layout. 


The first two columns in this report are 12 characters wide. 
That's the standard size. We've shortened the others, but 
the report isn’t narrow enough. You can help by shortening 
another column. 


The Units Sold column can be as short as four characters 
wide, since the numbers are at most four digits long. But for 
the category name to make sense, it should at least say 
Units. So shrink it to five characters. 
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1. Move to the second Use (+). That’s how you 
column. move over one column on 
the Report Format display. 


2. Shrink the column down Use (6 )-(+)—that makes 
to five characters in columns narrower. 
width. 


By the Way: (<c)-(-) widens columns. 


As the column gets narrower, so does the entire report. 
You've shortened the report to 60 characters. 


Figure 4-11. Shrinking a Report 


File: Organic Pies REPORT FORMAT Escape: Report Menu 
Report: Organic Pie Sales 
selection: Units Sold is greater than 300 


and Date Introduced is after May 
--> or <-- Move cursor - Right justify this category 


ee < Switch category positions 


Define a calculated category 
G <-- Change column width 


O-J 
G-K 
“=> G-N Change report name and/or title 
G-A Arrange Csort) on this category G-0 Printer options 

G-D Delete this category G-P Print the report 

G-G Add/remove group totals G-R Change record selection rules 
G-i Insert @ prev. délieted category G-' Add/remove category totals 


mr ee eee erm me ee A Si ne mee et 


Pie Name Units Units/Mo Date fotel Sa fotel Pr FProfit/U L 
= cal we tea celat ot a ee "e0- -Cen es “De = -E toes ee Seale ere ones sa og ates ag e 
Appie Light 4000 2000 Jul $16,000 $5,000 $1.20 n 
Carob Crunch 3600 900 May $14,000 $4,000 Si .74 6 
Coconut Cust 2800 700 May $12,000 $3,000 $1.07 0 
Use options shown above to change report format 30K Avail. 


That's it! You've shortened the category name to Units, 
which is enough to get the idea across. Now the whole 
report will fit into the word processor document. 
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Pie Name Units 
HAo eco op 
Apple Light 4000 
Carob Crunch 3600 
Coconut Cust 2800 


Totaling a Category 


Mom's anxious to know how profitable these new pies are. 
To make it easier for her to find out how much all the pies 
together bring in to the company, you can have AppleWorks 
add up the total profit. That's called a category total, and 
you use (G)-(T) to set it up. 


The name for the Total Profit category has been shrunk to 
Total Pr. That's the category whose total you want. 


1. Move to Total Pr. Use (+). 


2. Press (G)-(T). That's for Total. 


AppleWorks asks you how many decimal places you want 
included in the total. Since none of the figures include cents, 
accept AppleWorks’ best guess, 0. 


3. Press (RETURN). 


Now AppleWorks asks how many blank spaces you want 
after the category, guessing you want three. To make the 
report still fit in 60 characters, though, 


4. Type 1 


5. Press (RETURN ). 


Now strange things start to happen: 


Units/Mo Date Total Sa Total Pr Profit/U L 

-C------ -D-- -E------ -F------ -G------ e 

2000 Jul $16,000 39989999 $1.20 n 

900 May $14,000 S9Ss9se9 $1.11 6 

700 Mey $12,900 33esaeos £1.07 0 
above to change report format 6K Avail. 


Use options shown 
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The column fills up with nines. That’s only to show that the 
category will be right-justified. When you print the report, the 
actual numbers in that category will line up along the right 
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edge of the column, so that you can check the addition 
easily. The double dashes (=) under the nines will be 
replaced with the totals. 


You've done it! You've got the report formatted and ready 
for the Word Processor. (You'll copy it to a word processor 
document in Chapter 7.) But first you can take a look at it 
on the screen to admire your handiwork. 


e Printing to the Screen 


To print a report from the Report Format display, 


1. Press (cG)-(P). That's for Print. 


AppleWorks asks you where you want to print the report: 


Figure 4-12. List of Available Printers 


File: Urganic Fies PRINT THE REPORT Escape: Report Format 
Report: Urganic Fie Sales 
Selection: Units Sold is greater than 300 

and Date Introduced is after May 


ee 
+, Apple DMP 
2 ImageWriter 
3. The screen 
4. The clipboard (for the Word Processor) 
S, & text ASCII? Tite on cisk 
G6. A Dit CIM) file on disk 


emma ee aire mt eee ae eee SA eee RR sR A eS 


Type number, or use arrows, then press Return 30K Avail. 


Your list of printers may be different, depending on what 
information you've given AppleWorks. 


The first option is highlighted. But you want to print to the 
screen. 
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2. Move the highlighting 
down to The screen. 


3. Press (RETURN ). 


AppleWorks gives you a message that tells you how to stop 
printing or pause during printing: 


While the printer is running 
you can use these keys: 


Escape to stop printing and 
return to report format 


Space Bar to pause 
to continue printing 


At the bottom of the screen, you could type a date for the 
report, but that’s not necessary. To start printing: 


4. Press (RETURN ). 
And there it is: 


Figure 4-13. Printing to the Screen 


File: Organic Pies Page 1 
Report: Organic Pie Sales 
Selection: Units Sold is greater than 300 


and Date Introduced is after Ma 
Pie Name Units Units/Mo Date Total Sa Total Pr Profit/U 
Apple Light 4000 2000 Jul $16,000 5000 $1.20 
Carob Crunch 3600 900 May $14,000 4000 $1.11 
Coconut Cust 2800 700 May $12,000 3006 $1.07 
Kumquat 600 150 May $3,600 1200 $2.00 
Pure Peach 800 400 Jui. $3,209 670 $0.84 
Ragamuffin 500 250 Jul $2,000 450 $0.90 
Rhubarb 400 200 val “$1,600 400 $1.00 
Squash Bloss 400 200 Aug $1,600 400 $1.00 
Strawberry S 460 200 Aug $1,600 300 $2.83 
Very Berry 6000 1500 May $24,000 6500 $1.08 
Yogurt Yummy 1250 300 Jul $3,675 724 $0.58 

22644* 

Press Space Bar to continue _ 30K Avail. 


54 | Chapter 4: The Data Base 


Notice that the column of 9’s has turned back into numbers. 
The asterisk indicates the column total. So now Mom can 
see the total profits for these pies. It looks like Mom’s Apple 
Pie Company sales are going pretty well. 


When you finish looking at the report, you'll want to go back 
to Review/Add/Change. 


5. Press the bar. That takes you to the Report 
Format display. 


6. Press (ESC). That takes you to the Report 
Menu. 

7. Press again. That takes you the rest of 
the way to 
Review/Add/Change. 


You're finished practicing with the AppleWorks Data Base. 
In the next section you'll save the file with the changes you 
made. 


BW sa ving Files 


Congratulations! You've managed to straighten out the data 
base files for Mom’s Apple Pie Company. Now Mom knows 
how much money the company makes from all those pies. 
But before you go on to something else, this section shows 
you how to save those files in their corrected form onto your 
copy of the sample files data disk. Right now, they’re just 
sitting in your computer's memory. If somebody melts the 
cord with a hot pie pan and knocks out the power, all your 
work would be for naught. 


AppleWorks has several ways for you to save files. In this 
section, you'll save the file onto the disk, and then leave 
AppleWorks. 
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1. Press (ESC). That takes you back to the 
Main Menu. 


2. Choose Save Desktop 
files to disk. 


AppleWorks lists the files on the Desktop. 


a Saee nen ne See thee tel ame es ime cei Sat ee by een seman is ean seaman San. a, tees tes fant 


t 4 Save Files is oo a ee ee Lo. 
4 Name Status Document type size 4 
a. Organic Pies Changed Data Base 2K i 


Right now, only Organic Pies is on the Desktop. 


3. Choose Organic To do that, you just have to 
Pies. press (RETURN ). 


Now AppleWorks asks you how you want to save the file. 


Figure 4-14. Options for Saving 


Disk: Drive | "ORGANIC PIES" Escape: Save files 
i Mein Men i... 
a a H 
: H Save Files Ba a a ae 
‘ a : 
i H H "Orgenic Pies” Be ee a Sone 
H H H H 
H H i : 
H H H You made changes to this file H 
i] J a ' 
8 ’ 2 4 
H : H 1; Save the file on the current disk H 
H i i H 
H H H 2. First change to ae different disk or directory i 
' ' # ' 
H : ; : 
H : H H 
4 H : 
' H H 
8 H 
a a a a aa H 
Type number, or use arrows, then press Return _ rr 40K Avaii. 
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=e “2 ee S22 «22 ©6¢ «2 we 
on ee =e oe ee ee ee ee 
se on “2 ee e686 eae ef of 


The first option is highlighted. 


4. Choose Save the 
file on the 
current disk. 


lf you have one drive, AppleWorks now tells you to put the 
data disk in drive 1. 


5. Remove the program disk 
from drive 1, and insert 
the sample files data 
disk. 


6. Press (RETURN ). 


AppleWorks, ever cautious for the protection of your files, 
reminds you that you already have the file on drive 1. 


“Organic Pies” Ua i a i jo. 


This file already exists on Drive 1 


1. Let the new information replace the old. 


2. . Save with a different name. 
So that you'll be able to have the original version of the 


sample file for others to use, save the changes with a 
different name. 


7. Choose Save with a 
different name. 


8. Type New Pies and use 


to remove 


any leftover characters. 


9. Press (RETURN ). 
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2. Press (Y). 


If you have one disk drive, AppleWorks asks you to put the 
program disk in drive 1. 


3. Remove the sample files 
disk from drive 1 and 
replace it with the 
program disk. 


4. Press (RETURN ). 
A message appears at the top of the screen: 


ENTER PREFIA CPRESS “RETURN” TU ACCEPT) 


/APPLEWORKS/ 


That means you've left AppleWorks. 


To start another program, or restart AppleWorks, use 


CONTROL (RESET ). 


You're ready to go out and data-base. 


Leaving AppleWorks [59° 
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Mom Simon, the owner of Mom’s Apple Pie Company, is on 
vacation, and she’s relying on you to keep things under 
control. She has asked you to use the Word Processor to 
prepare a bulletin about the new organic pie line. She holds 
the new pie line dear to her heart. She’s also interested in 
what's happening back at the company. In this chapter, 
you'll make changes to the Moms Bulletin file, and learn 
some more advanced features of the AppleWorks Word 
Processor. 





If You Haven’t Started Up AppleWorks: Turn to 
Chapter 3 and follow the complete instructions there on 
Starting up the real AppleWorks software. 


a Getting a Word Processor File 


AppleWorks files are like the files you keep in file folders. 
When you take a file off a disk, it’s like taking a file folder 
out of a file cabinet. You want to get a copy of the file 
called Moms Bulletin from the sample files disk. From 
the Main Menu, 


1. Choose Add files to 
the Desktop. 


2. Choose The current 
disk. 
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lf you have one disk drive, you will see a message telling 
you to place your data disk in drive 1. 


3. Replace the AppleWorks 
Program disk with the 
AppleWorks Sample Files 
Data Disk. 


4. Press (RETURN ). 


You should see the list of sample files appear on your 
screen. 


You want the Moms Bulletin file. When you put a copy 
of this file on the Desktop, you'll be able to make 
corrections and polish it up until it's ready to meet Mom's 
exacting standards. 


1. Move the highlighting to 


Moms Bulletin. 


2. Press (RETURN ). 


lf you have one drive, AppleWorks asks again for the 
program disk. (AppleWorks has to put more of the program 
into memory along with the document. When the program is 
in memory, AppleWorks works much more quickly. It 
doesn't have to keep checking the disk for more 
information.) 


3. Take the sample files 
data disk out of drive 1 
and insert the program 
disk. 


4. Press (RETURN ). 


The Moms Bulletin file appears on your screen. 
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Figure 5-1. Word Processor Review/Add/Change Display 





File: Moms Bulletin REVIEW/ADD/ CHANGE Escape: 
seeeefeeeteseseteeesessessesesfessse sees sess sees ese sess sees ef seseseses 
Ms. Simon, as you’ ve requested, here is a bulletin 
reflecting our annual performance and outlining projections 
for next year’s performance. 


Main Menu 









Good news from the market analysts. The Horner-Shwartzfogel 
industry pie chart shows us a strong leader city-wide in all 
categories. We’ve come a long way from giving pies to the 
neighbors through the kitchen window. 


Sales in the Organic Pie line are booming! Yogurt Yummy is 
really taking off, as are Very Berry and Appul Light. 


By the way, we’ve changed the spelling of Granola Pudding 
Delight, as you’ve suggested. Calling it Granola Pudding 
Delite adds pizazz to our lineup and will surely gain us a 
strong foothold in the youth market. Although Granola’s 
initial sales were somewhat slow, they’ve really begun to 
take off, as our projections show: 


Organic Pie Projections 


Type entry or use G commands Line 1. Column «1 a-* fer Help 
Tab marker. Cursor position—where / Where you go if How to find out 
File name. you are on the screen. you press (ESC). what features 
are currently 
available. 


This is the Review/Add/Change display. With it, you can 
review what you've already written, add new information, or 
change what's there. This bulletin needs a little polishing, 
and some of the spelling needs to be corrected, before you 
can send it to Mom. You'll do that in this chapter. 


ee Changing Information 


On reviewing the first paragraph, you might feel it has too 
little impact. After all, this /s an important bulletin to the 
owner of the business. You want the beginning to grab 
Mom's attention. 


Changing Information 165. 





A fellow employee, whom you've asked for advice, has 
suggested changing the first paragraph to read like this: 


Ms. Simon, you requested a bulletin reflecting our annual 
performance and outlining projections for next year’s 


performance. 
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That seems to satisfy your needs, so you decide to make 
the changes. 


Deleting Words 


The first change involves deleting the phrase, as you’ve 
requested. When you want to delete a few letters, you 
can use the key at the top right of the keyboard. 
But for words and long phrases, there’s a quicker way— 
using (&)-(D). 

Right now, as you can see by looking at the cursor locator 
at the bottom of the screen, you’re at Line 1, Column 1. 
(This cursor locator helps you know at a glance where you 
are in a long document.) To move to as, the first word you 
want to delete: 


1. Press (G)-(+) twice. (G)-(+) lets you skip over 
whole words at a time. 


The cursor stops on the first character of as. Notice from 
the cursor locator that you’re now at Line 1, Column 12. 


Since the passage is more than a few characters long, use 
the Delete option, rather than the key. First you tell 
AppleWorks that you want to delete; then you indicate the 
text to be deleted. 


2. Hold down (c) and press__ That’s for Delete. 
(0). 

The a in as is highlighted, and several checkerboard 

rectangles appear on the screen. 
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File: Moms Bulletin DELETE TEXT Escape: Review/Add/Change 


Figure 5-2. Deleting Text 


Ms. Simon, as you’ve requested, here is a bulletin 
reflecting our annual performance and outlining projections 
for next year’s performance.& 

8 

Good news from the market analysts. The Horner-Shwartzfogel 
industry pie chart shows us a strong leader city-wide in all 


categories. We’ve come a long way from giving pies to the 
neighbors through the kitchen window. & 
& 


Sales in the Organic Pie line are booming! Yogurt Yummy is 
really taking off, as are Very Berry and Appul Light.&® 

By the way, we’ve changed the spelling of Granola Pudding 
Delight, as you’ve suggested. Calling it Granola Pudding 
Delite adds pizazz to our lineup and will surely gain us a 
strong foothold in the youth market. Although Granola’s 
initial sales were somewhat slow, they’ve really begun to 
take off, as our projections show: ® 


ia Se Centered 


(vee cursor moves to highlight block, then press Return =| 30K Avail. 


What to do next. Text following is centered. 





Blots. 
Highlighted text. 


The checkerboards are called blots. They show you where 
in the text you pressed (RETURN ). The highlighted a is the 
first character of the text you'll delete. 


The instruction at the bottom of the screen tells you to 
highlight the text you want to delete. 





3. Highlight as you’ve (Press (G)-(+) four times, 
requested, here is_ and then press (-+) once to 
highlight the whole passage.) 


4. Press to delete 


the whole passage. 
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The passage disappears, and the words that followed move 
up to take its place. 


Ms. Simon, ~a bulletin reflecting our annual performance 
and outlining projections for next year’s performance. 
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You've completed the first part of the change: deleting 
words. Now to add the new words. 


Adding Words 


Notice that after you delete the passage, the cursor turns 
back into the blinking underline—called the insert cursor. 
That means that when you type something, the following 
text moves to the right. You insert new information in front 
of what was there before. 


Insert the suggested new information. 


1. Type you requested 


As you're typing, the word per formance drops down to 
the second line. That’s called word wraparound. The 
word sort of wraps around the back of the computer and 
pops up on the next line. 


Ms. Simon, you requested a bulletin reflecting our annual 


performance 


Wraparound makes it easier for you to type quickly, since 
you don’t have to press at the end of each line. 
You only have to press at the end of a paragraph 
to put a blank line between paragraphs. 


You still have a brief sentence to add at the end of the 
paragraph. 
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2. Move the cursor two Use the arrow keys (and (3d), 
Spaces past the period at if necessary). 
the end of the paragraph 
(Line 3, Column 15). 


3. Type Here it is. 
The first paragraph is finished. 


File: Moms Bulletin REVIEW/ADD/ CHANGE Escape: Review/Add/Change 


Ms. Simon, you requested a bulletin reflecting our annual 
performance and outlining projections for next year’s 
performance. Here it is. _ 


This beginning is sure to make Mom want to read the 
important information the bulletin contains. 


e Finding a Location 


In Chapter 7, “Putting It All Together,” you'll copy data on 
the new organic pie line from the Data Base into this 
document. There’s a good place for it already, but it needs a 
heading, like the heading at the bottom of the screen page: 


take off, as our projections show: 


Organic Pie Projections 


Type entry or use @ commands Line 3 Column 26 6-7? for Helo 


This is a heading for a section already copied into this 
document from a spreadsheet report. You also want a 
heading for the section to be copied from the data base file. 


The location for the data base heading is off the screen, but 
if you tell AppleWorks what text'to look for, it will leap right 
to it, with the Find feature. 


1. Press (G)-(F). That tells AppleWorks you 
want it to find something for 
you. 
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The screen heading changes to FIND, and at the bottom of 
the screen AppleWorks asks what you want to find: 


Find? Text Page Marker Case sensitive text Uptions for printer 


2. Press (RETURN ). Tell AppleWorks to find Text. 
Now AppleWorks asks what text to look for. 
Find what text? 


The new heading should go before the paragraph that 
begins with Elmer Bodey. 


3. Type Elmer Bodey 


4. Press (RETURN ). 


You jump right to the part where the organic pie line data 


should go. 
Figure 5-3. Text Found 
File: Moms Bulletin REVIEW/ADD/CHANGE Escape: Main Menu 
Ragamuffin High 120 132 165 417 
Low 80 88 110 278 
Expected 100 110 136 346 
Vegetable High 300 303 318 92 1 
Low 200 202 212 614 
Expected 250 252 265 768 


Here are the stats on our best-selling organic pies: 


Elmer Bodey in the Crust Department won this month’s 
Suggestion Box award. He’ll get a month’s supply of Appul 
Pie Filling as his reward for suggesting that we open up a 
Pie Tasting Koom. Such a tasting room could pep up our 
interstate sales, as tourists carry news of our fabulous 
pies across. the border. 


The tasting room would be a nice addition to our new 
factory, which you’ll be pleased to know is proceeding 
through the planning process on schedule. We’ve only just 


=——_— owe ee ew eee ree Se Se SS ee ee ee ee ee we ee ee ee ee ee eee eee ee ees em eee aa ie ea eee ee ae a ea ee 
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Notice at the bottom of the screen that AppleWorks offers 
to look again for the words you specified. This feature is 
useful if you have a long document, and the words you're 
searching for might occur more than once. 


No is highlighted. You’ve found the occurrence you want, so 
you want to answer Wo. 


5. Press (RETURN ). This tells AppleWorks you've 
found what you're looking 
for. 


The insert cursor blinks on the E in Elmer Bodey. Now 
you can type the heading. 


6. Type Organic Pie 
Sales 


7. Press twice. This puts an extra line in 
between the heading and the 
next paragraph. 


This heading would look better if it were centered, too, like 
the one for the pie sales projections. 


B® cen tering Text 


Centered headings add a professional touch to reports—the 
kind of professional touch Mom likes for her company. With 
a typewriter, you'd have to count spaces to figure out where 
to type a centered heading, but AppleWorks can center it 
automatically for you. 


Before you tell AppleWorks to center text, 


1. Put the cursor on the line 
you want centered: 
Organic Pie Sales. 


Centering Text i714 





Figure 5-4. Printer Options 





The centering option is one of AppleWorks’ many options. 
To see the list of options, 


2. Press (&)(0). That's for Options. 


AppleWorks options appear across the bottom half of the 
screen. 


File: Moms Bulletin PRINTER OPTIONS Escape: Review/Add/Change 
Low 80 88 110 cle & 
Expected 100 110 138 348 & 
% 
Vegetable High 300 303 318 921 & 
Low 200 202 22 614 & 
Expected 250 252 265 768 & 
& 
Here are the stats on cur best-selling organic pies: 
bs 
Organic Pie Sales & 
bs 
PW=8.0 LM=1.0 RM=1.0 CI=10 UJ PL=11.0 TM=0.0 BM=2.0 LI=6 SS 
Uption: — UJ: Unjustified GB: Group Begin BE: Boldface End 
CN: Centered GE: Group End *B: Superscript Beg 
PW: Platen Width Pil: Peper Cength HE: Page Header *E: Superscript End 
LM: Lett Margin TM: Top Margin FO; Page Footer ~B: Subscript Begin 
RM: Right Margin BM: Bottom Margin SK: Skip Lines ~E; Subscript End 
Cl: Chars per Inch {Lit Cineés per inch PN: Page Number UB: Underline Begin 
Pi: Proportional-1 |SS: Single Space PE: Pause Each page VE: Underline End 
Pe: Proportional-2 |DS: Double Space PH: Pause Here Pre: Print Face Ne. 
IN: indent TS: [rigle Space om: Set a Marker EK: Enter Keyboard 
JU: Justified NP: New Page BB: Boldface Begin 


Where Codes You 
Type Appear 


Main Printer Option Settings 
Blots 
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Code letters Options 


Code for Centered Text 


These printer options let you choose how the text will 
appear on the printed page. Notice that the code letters for 
centering text are CN. 


3. Type CN 


4. Press (RETURN ). 
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Instantly, a marker appears to show that the text from 
Organic Pie Sales and below is centered. 


a Tene Centered 
x Organic Pie Salesk 


PieS.0 LM=1.0 RM=1.0 CI=10 US PL=11.0 TM*0.0 BM*2.0 Li=G - SS 


The marker is called an embedded printer option. [hat 
means it won’t appear when you print the text. It only 
shows up here for your convenience. 


Notice that the heading is centered with respect to the text, 
rather than with respect to the screen. (It looks a little 
off-center on the screen because the right margin for this 
document is set at 60 characters, while the screen is 80 
characters wide.) 


The left margin of the screen corresponds to the left edge of 
your text, when it’s printed on paper. The centering 
command centers within your block of text, so that when 
you print it, it's also centered on the paper. 


AppleWorks is waiting to see if you want to choose another 
option for this location in the text. To tell it that you don't 
want another right here, 


5. Press (ESC). 


You return to Review/Add/Change. But look: all the text 
following the report heading is centered. 
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Figure 5-5. Centered Text 


File: Moms Bulietin REVIEW/ADD/CHANGE Escape: Main Menu 
Low 80 88 110 278 
Expected 100 110 138 348 
Vegetable High 300 303 318 921 
Low 200 202 ele 614 
Expected 250 252 265 768 


Here ere the stats on our best-selling organic pies: 
Organic Pie Sales 


Elmer Bodey in the Crust Department won this month’s 
suggestion Box award. He’ll get a month’s supply of Appul 
Pie Filling 68 hiS reward for Suggesting that we open up a 

Pie Tasting Room. Such se tasting room could pep up our 
interstate sales, a5 tourists carry news of our fabulous 
pies across the border. 


The tasting room would be a nice addition to our new 
factory, which you’1]1 be pleased to know is proceeding 


Type entry or use @ commands Line 42 Column 1 go? for Help 


You have to tell AppleWorks to stop centering after the 
heading. 


# Unjustified Text 


Normal typewritten text, the kind you had before you set the 
centering option, lines up along the left margin. AppleWorks 
calls this unjustified text. You need to tell AppleWorks that 
the rest of the text shouldn’t be centered. 


1. Move to the line below 


the heading. 
2. Press (G)-(O). That's for Options. 
3. Type UJ That's for UnJustified. 


4. Press (RETURN ). 
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Now you have another printer option embedded in the text: 


ia Sh al oi Centered 
Organic Pie Sales % 
Ree eel Unjustified 


Elmer Bodey in the Crust Department won this month’s 
PW=8.0 LM=1.0 RM=1.0 Cr=#10 UJ PL=11.0 [TM=0.0 BM=2.0 LIi=6 SS 


Now the rest of the text is back to normal. The text lines up 
against the left-hand margin again. 


ie Setting a Marker 


You've already used the Find feature to jump to the location 
for the new heading. Beneath the heading, you'll put a copy 
of a data base report. You can also use the Find feature to 
find markers that indicate a particular location in the text. 





While you're in this part of the text, you can set a marker to 
make it easy later to find the right place for the data base 
report. 


1. Type SM That's the abbreviation for 
Set a Marker. 


2. Press (RETURN ). 


Just below Option, AppleWorks asks for the marker 
number: 


Elmer Bodey in the Crust Department won this month’s 

PW=8.0 LM=1.0 RM=1.0 ClI#10 CN PL#11.0 TM=*0.0 BM=2.0 Li=6 SS 
Option: sm UJ: Unjustified GB: Group Begin BE: Boldface End 
Number: — CN: Centered GE: Group End +B: Superscript Beg 


You can have up to 254 markers. Since this is the first one, 


3. Type 1 


4. Press (RETURN ). 
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AppleWorks inserts the marker on a new line just below the 
Unjustified command: 


Here are the stats on our best-selling organic pies: 


————Centered 


———-———-Unjustified 
——-—--—-Set a Marker: 


Organic Pie Sales 


Elmer Bodey in the Crust Department won this month’s 


Now when you copy from the Data Base in Chapter 7, you'll 
be able to jump quickly to this location, using the Find 
feature. The line that shows you where the marker is 
appears only on the screen. It won't appear on a printed 
document. 


To leave the options, 


5. Press (ESC). 


You return to Review/Add/Change. Notice that the markers 
and options disappear. 


Zooming In: Sometimes you won't want to see the 
options while typing. Sometimes you will. You can tell 
AppleWorks to show you the options by zooming in on 
the text, using (G)-(Z). Zooming in is discussed in the 
AppleWorks Reference Manual. 


A benefit of the Zoom feature is that you can type and 
move around in the text, even though you can see the 
printer options. Zooming gives you a better idea of how 
your report will print. 


i Replacing Incorrect Words 
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Somebody made a horrible mistake when typing this report: 
Apple is misspelled as Appul every time. That would be 
quite embarrassing to leave in, but it would also be 
time-consuming to change if you had to find each instance 
and replace it. Fortunately, AppleWorks can search through 
a document for mistakes and replace them automatically 
with corrections. 
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If you move to the beginning of the report, you'll be sure to 
catch all occurrences of the mistake. You can move quickly 
with the AppleWorks Ruler. The Ruler divides a 
document into eighths, and you hop through it using (c) in 
combination with the numbers through (9). To jump back 
to the beginning, 


1. Press (G)-(1). You jump instantly to the 
first character of the report. 


Now tell AppleWorks that you want to replace some words. 


2. Press (G)-(R). The A stands for Replace. 
AppleWorks asks what you want to replace: 

Replace? Text Case sensitive text 

You can have AppleWorks replace 


e Text. Any words containing the letters you type, even if 
some of the letters are capitalized differently. For 
example, if you type Hero as the word to be replaced, 
you ll also replace her o—even though it’s not 
capitalized. 


e Case sensitive text. Only those words that are 
capitalized exactly the way you type them. 


In this case, all occurrences are capitalized, so choose the 
second option. 


3. Press (C). That's for Case sensitive 
text. 


Now AppleWorks asks what you want to replace, and 
suggests the words you asked it to find earlier, ELMER 
BODEY. 


4. Press (CONTROL )-(Y ). That removes ELMER 
BODEY so you can type 


something else. 
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5. Type Appul 


6. Press (RETURN ). 


AppleWorks asks what you want to replace Appul with. 
7. Type Apple 


8. Press (RETURN ). 


AppleWorks asks how you want to replace the mistake: 
Replace? One at a time All 


This is AppleWorks’ way of letting you skip some 
occurrences if you want, or to replace them all. 


Mom would be very upset if App/e were misspelled 
anywhere, so it would be better to tell AppleWorks to 
replace every misspelling. 


9. Press (A). That's for All occurrences. 


Voila! You're back in Review/Add/Change, and AppleWorks 
has replaced all bad Appuls with good Apples. 
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The third paragraph from the bottom (starting with All in 
all) is a summation that might have more impact earlier in 
the report. You can use the Move feature to move it from 
the end of the report closer to the beginning. 


The cursor’s at Line 76, Column 6. Before you tell 
AppleWorks that you want to move text, you should put the 
cursor on the paragraph you want to move. 


1. Move to Line 74. 


2. Move to the left edge of You can use (G)-(-). 
the text. 
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To tell AppleWorks that you want to move text, 


3. Press (G)-(M). That's for Move. 
AppleWorks asks you where you want to move the text: 


Move Text? Within document To clipboard Ccut) From clipboard Cpaste) 


Since you just want to move the paragraph to the top of the 
document, you want the first option. 


4. Choose Within 
document. 


The line that the cursor is on lights up. AppleWorks asks 
you to highlight the rest of the block you want to move. 


5. Highlight the paragraph Press (+) five times. 
above, including the 
blank line. 


The screen looks like this, with the paragraph highlighted: 


Figure 5-6. Text That's Ready to Move 


File: Moms Bulletin MOVE TEXT Escape: Review/Add/Change 
Rodney Dangerfield or another of his peers in the acting 


profession.® 


& 
All in all, it’s been a good year, and projections show that 
next year should be even better. With the new factory in 


place, our extra capacity should make us able to keep up 
with the stratospheric demand for Mom’s Apple Pies that we 
anticipate.#& 

% 

Last but not least, we’ve been able to use our new 
AppleWorks program to combine statistics and projections 
into reports like this, as easily as t-2=-3! Productivity 
should go way up with this new helper -in the office.& 

% 


Hope you’re enjoying your vacation in Grenada. 


Use cursor moves to highlight block, then press Return — 30K Avail. 
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Now confirm that you want to move this text. 


6. Press (RETURN ). 


The cursor starts blinking and AppleWorks tells you (at the 
bottom of the screen) to move it to the new location for the 
text. 


You can use the AppleWorks Ruler to make big jumps by 
eighths in the file. Since you want to move this paragraph 
near the beginning, a good guess would be the second 
eighth of the document. 


7. Press (G)-(2). 


That gets you most of the way there (to the r in really), 
but you're one line short. 


8. Press (+) once. 


You've moved the cursor to the beginning of the second 
paragraph on the screen. That’s where you want to move 
the text to. 


9. Press (RETURN ). 


Instantly, the paragraph has moved from the end of the 
report to the beginning. 
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Figure 5-7. Text Moved 


File: Moms Bulletin REVIEW/ADD/ CHANGE Escape: Main Menu 


performance. Here it is. 


Good news from the market analysts. The Horner-Shwartzfogel 
industry pie chart shows us 4 strong leader City-wide in @1i 
categories. We’ve come a long way from giving pies to the 
neighbors through the kitchen window. 


All in all, it’s been a good year, and projections show that 
next year should be even better. With the new factory in 
place, our extra capacity should make us able to keep up 
with the stratospheric demand for Mom’s Apple Pies that we 
anticipate. 


Sales in the Organic Pie line are booming! Yogurt Yummy is 
really taking off, as are Very Berry end Appie Light. 


By the way, we’ve changed the spelling of Granola Pudding 
Delight, as you’ve suggested. Calling it Granola Pudding 
Delite adds pizazz to our lineup and will surely gain us a 
strong foothold in the youth market. Although Granola’s 


Type entry or use G commands Line 10 Column 1 g-7 ter Help 


In its new location, that summary should now get Mom's 
attention. 


® Calcula ting Pages 


Mom has asked you to make sure that none of the 
spreadsheet or data base information gets cut in half at the 
end of a page. To see where your pages will end and begin, 
you can calculate pages. Then if something is split 
between two pages, you can move things around to fit it 
onto one page or the other. 


To have AppleWorks calculate the page breaks. 


1. Press (G)-(k). That’s for Kalculate. C is 
already used for Copy. 


AppleWorks asks which printer you'll be using when you 
actually print this document. Since you won't be printing in 
this chapter anyway, just accept AppleWorks’ best guess. 


Calculating Pages [81 





2. Press (RETURN ). 


The text on the screen remains the same, but the page 
numbers are calculated. (Right now, you're in the middle of 
the first page, and can’t see the end of it.) To see what a 
page break looks like on screen, you can move through the 
file to find the end of the first page. 


3. Press (G)-(F). That’s for Find. 


4. Press (P). This tells AppleWorks you 
want to find a Page. 


AppleWorks asks you what page to look for. 


5. Type 1 and press 
(RETURN ). 


The end of the first page looks like this: 


Figure 5-8. Page Ending 


File: Moms Bulletin FIND Escape: Behr e! Pearwpengs 


Elmer Bodey in the Crust Department won this month’s 

Suggestion Box award. He’ll get a month’s supply of Apple 

Pie Filling as his reward for suggesting that we open up a 

Pie Tasting Room. Such a tasting room could pep up our 

interstate sales, as tourists carry news of our fabulous 

pies across the border.& 

# 

- te a iad ll aN a al Nucl eth calle eel 2 ln ee Me Mlle i eed a oa 
The tasting room would be a nice addition to our new 

factory, which you’ll be pleased to know is proceeding 


through the planning process on schedule. We’ve only just 
recently applied for a $250,000 loan to help with 
construction. The preliminary design for the building is in 


the shape of an apple pie, with lots of windows for maximum 
pie-cooling ability.& 


Another fine employee, Alice Trimble, suggested that we 
begin an aggressive advertising campaign featuring 


Find next occurrence? No Yes 


Cursor Page Break 
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AppleWorks indicates the page break by a series of 
hyphens. At the bottom of the screen, AppleWorks asks if 
you want to find another page. 


6. Choose No. 


Now the cursor blinks at the beginning of the page break. 
With the spelling corrected and a new, eye-catching opening 
paragraph, this bulletin is ready for Mom. So you won't lose 
any of the important changes you've made, in case a baker 
Spills flour all over the computer, you should save them. The 
next section tells you how. 


Bsa ving Changes 


You can save changes and keep the files on the Desktop, 
SO you can go back to them if necessary. You'll learn how 
to do that right now. 


1. Return to the Main Menu. Use (ESC). 


2. Choose Save Desktop 
files to disk. 





AppleWorks asks you which files you want to save. If you 
only have Moms Bulletin on the Desktop, you don't 
have much choice. 


3. Choose Moms 
Bulletin. 


AppleWorks offers you two options: 


You made changes to this file 
y Se Save the file on the current disk 


2. First change to a different disk or directory 
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This tile already exists on Drive 1 
1. 


ms 


Let the new information replace the old. 


Save with a different name. 


4. Choose Save the 
file on the 
current disk. 


lf you have one disk drive, AppleWorks asks you to put your 
data disk (the sample files disk) in drive 1. 


5. Take out the program 
disk and insert the 
sample files data disk. 


6. Press (RETURN ). 
Now AppleWorks tells you 


These options let you choose between keeping only the 
changed file and having a copy of both the original and the 
changed files. 


Mom wants you to keep your original draft on file, so 


7. Choose Save with a 
different name. 


AppleWorks asks you to type a new name for the file. 


8. Type New Bulletin 
and use (CONTROL }(Y ) to 


remove any remaining 
characters. 


9. Press (RETURN ). 


AppleWorks tells you it’s carefully saving the file, and how 
to cancel the save, if necessary (by pressing before 
the message disappears). 


Chapter 5: The Word Processor 


Note: If AppleWorks tells you that the New Bulletin file 
already exists, that just means someone else has already 
used the disk and forgot to remove the file. Choose Let 
the new information replace the old to write 
the new New Bulletin over the old New Bulletin. 


That's all there is to it. You’ve saved the file. Now you're 
back at the Main Menu, with Add files highlighted. It 
would be easy to go back to work with the file on the 
Desktop, if you wanted to. 


W Lea ving AppleWorks 


You've used the Word Processor to polish up the bulletin 
you plan to send to Mom. You've saved the file and the 
changes to it, and now you're ready to quit AppleWorks. 





If You Want to Start Using the Word Processor 
Right Away: Instead of leaving AppleWorks now, you 
can set up your own files. From the Main Menu, choose 
the Add Files option. Remember that the AppleWorks 
Reference Manual offers valuable information and 
step-by-step instructions for all of AppleWorks’ features. 


From the Main Menu, 


1. Type 6 for Quit and 
press (RETURN ). 


AppleWorks asks if you really want to do this. 





2. Press (Y). That tells AppleWorks that 
yes, you do want to quit. 


lf you're using one drive, AppleWorks asks you to put the 
program disk in drive 1. 
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3. Replace the sample files 
data disk with the 
program disk. 


4. Press (RETURN ). 


AppleWorks gives you a final message, indicating that 
you ve left the program: 


ENTER PREFIX CPRESS “RETURN” TO ACCEPT? 
/APPLEWORKS/ 


Congratulations! You've finished practicing with the Word 
Processor. 
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With Apple Presents AppleWorks, you learned the basics of 
the AppleWorks Spreadsheet. In this chapter you'll review 
what you learned, and use files for Mom’s Apple Pie 
Company to practice with the advanced features of the 
Spreadsheet— including a closer look at how AppleWorks 
lets you play “What If?” 


Mom Simon, the owner of Mom’s Apple Pie Company, 
wants to know how sales are going. If they’re high enough, 
especially in the new organic pie line, she wants to move 
even faster to build the new factory. She can’t wait for the 
smell of cooling pies to float off its windowsills. You can 
help her decide by trying different scenarios with one of the 
sample files for the Spreadsheet. 


if You Haven’t Started Up AppleWorks: Turn to 
‘Chapter 3 and follow the complete instructions there on 
Starting up the real AppleWorks software. 


& Getting a Spreadsheet File 


For the spreadsheet that you’re preparing for Mom, you 
need to include projections for sales in the new organic pie 
line. Fortunately, that file’s already on the sample files disk, 
so you won't have to make it from scratch. But you do have 
to get it from the disk. 
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AppleWorks files are like the files you keep in file folders. 
When you take a file off a disk, it’s like taking a file folder 
out of a file cabinet. 


1. Choose Add files to 
the Desktop. 


2. Choose The current 
disk. 


lf you have one disk drive, AppleWorks tells you to place 
your data disk in drive 1. 


3. Replace the AppleWorks 
Program disk with the 
AppleWorks Sample Files 
Data Disk. 


4. Press (RETURN ). 


The list of sample files is on your screen. 


You want a copy of the Organic Growth file. When you 
put the copy on the Desktop, you'll be able to set up the 
sales projections that Mom wants for the new pies. 


5. Choose the Organic Move the highlighting with 
Growth file. (1). 


6. Press (RETURN ). 


Now AppleWorks tells you it’s getting the file, and, if you 
have one disk drive, asks you to switch disks again. It 
needs more information from the program disk to help you 
work with the Organic Growth file. 
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7. Replace the AppleWorks 
Sample Files Data Disk 
with the AppleWorks 
Program disk. 


8. Press (RETURN ). 


And there it is: projected growth in sales of the new organic 
pies. 


Figure 6-1. Spreadsheet Review/Add/Change Display 


File: Organic Growth REVIEW/ADD/CHANGE Escape: Main Menu 
1iMom’s Apple Pie Company: Growth in Organic PiéySales (Projected) 
Sirie Oct Dec Qtr 
G4iexs= x= ssc sss 

: 
*Yogurt Yummy High 360 810 1710 
i Low 240 540 1140 
; Expected 300 675 1425 
5 
10tRagamuf fin High 120 165 ai7 
11% Low 80 110 278 
le} Expected 100 138 348 
13% 
14iVegetable High 300 318 a Fa 
153 Low 200 21c 614 
16% Expected 250 265 768 
171 
18% 


eee mee mee meme eee mmm ee me ee ee A ee ea —_—— ee eee eee 


Ai: (Label) Mom's App 









Type entry orjuse G commands — G-? for Help 





Row Numbers Cell Indicator Insert Cursor Column Letters 


Cell Cursor 


This is the Review/Add/Change display for the Spreadsheet. 
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Moving Through the File 


When you think that a spreadsheet can range up to 999 
rows tall and 127 columns wide, you realize the importance 
of being able to move easily through the file. What you see 
on screen is much smaller than the potential size of the 
spreadsheet. 


AppleWorks gives you a window on the spreadsheet. In the 
Apple Presents AppleWorks training disk, you used the 
arrow keys to move the cell cursor around the window—and 
to move the window. But if you know what you're looking 
for, there’s a faster way to find things. 





Finding a Cell 


Mom gave you a note asking you to check some figures on 
the spreadsheet and then add a new entry for another pie. 
she wants you to look at the expected sales of Yogurt 
Yummy pies for the next six months. If six-month sales are 
over 2000, they'll be doing very well. 


Mom's note also reminds you that the six month sales 
projection for Yogurt Yummy is in Cell L8. You can see that 
the expected sales for Yogurt Yummy are on Row 8, and 
the quarterly estimates are in Column G. But Column L, with 
the six month figures, is off the edge of the screen. There’s 
a way to jump right to the appropriate cell, if you tell 
AppleWorks the column and row you want. 


1. Press (G)-(F). That’s for Find. 


In the lower left of the screen, AppleWorks asks you what 
you want to find. 


Find? Repeat last Coordinates Text 


Since you want to find a particular cell, you'll need to 
choose the coordinates—the column and the row. 
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2. Press (C). AppleWorks knows from that 
single letter that you want to 
choose Coordinates— 
because that word begins 
with C. 


3. Type L8 The expected sales are in 
Column L, Row 8. (You can 
type in either uppercase or 
lowercase—AppleWorks 
understands both.) 


4. Press (RETURN ). That tells AppleWorks you've 
finished typing. 


AppleWorks finds Cell L8 and scoots the highlighting over 


there. 
Figure 6-2. Finding a Cell 
File: Organic Growth REVIEW/ADD/ CHANGE Escape: Main Menu 
eeeseeseleseseese JesseeeseKezeseeses| esse esceMeeeeseeeNesseeseseseeeesePezez= 

1% 
23 
3t Jan Feb Mar 6Mos 
4% sss sox =a s asso 
St 
Gi 850 893 930 4391 
7} 567 tes bon 625 2927 

H 709 744 781 3659 
10% 182 200 220 1018 
111 121 133 146 679 
123 131 166 181 848 
13% 
14% ge} 325 328 1895 
15% 214 216 “19 iz262 
16% 268 270 e/3 19/72 
171 
18% 
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L8: (Value) @eSUMC(G8...K8) 
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Your window on the spreadsheet has moved past its right 
edge. Everything that you saw before is now off to the left. 
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Qtr 


1710 
1140 
1425 


The cell you asked AppleWorks to find is highlighted by the 

cell cursor. You expect to sell 3659 Yogurt Yummy pies for 

the six months. Sales are climbing faster for this pie than for 
any other. It looks like a sure winner. 


Notice that the cell indicator in the lower left has changed: 
L8: (Value) @SUMCG8...K8) 


This information tells you that AppleWorks finds the value of 
this cell using an arithmetic function called a sum. 


Arithmetic Functions 


An arithmetic function tells AppleWorks how to calculate a 
value for a cell. For example, Cell L8 contains a number 
(called a va/ue) that is the sum of the contents of Cells G8 
through K8. When you set up your own spreadsheets, you'll 
use formulas like this to calculate what you need to know. 


The formula may look like gibberish, but it’s fairly easy to 
understand. The at sign (@) tells AppleWorks that what 
follows is a function, rather than a number. SUM is the name 
of the function, and (G8...K8) tells AppleWorks which 
cells to Sum up. 


If you move your window on the spreadsheet to the left a 
bit, you can see how the function works. The first cell of the 
sum is Cell G8. 


1. Move to Cell G8. Use (five times). 


Now the cell cursor is on expected quarterly sales for 
Yogurt Yummy pies. 


REVIEW/ADD/ CHANGE Escape: Main Menu 
Jan Feb Mar 6Mos 
850 893 938 4391 
567 S95 625 2927 
709 744 781 3659 
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lf you were to add up the values in Cells G8 through K8, 
you'd see that they equal the value in Cell L8. 


Jumping Around the File 


Remember that Mom wants you to add a new pie to the 
spreadsheet. You could do it right here in the middle of the 
spreadsheet, but it’s probably better to keep the pattern and 
move over to the lower left where there’s lots of blank 
space. AppleWorks makes it easy to move vertically in big 
jumps through the file. You can also jump horizontally 
across the screen. 


1. Press (G)-(~) until you 
get to the left edge of the 
spreadsheet. 


(G) in combination with the arrow keys moves the cell 
cursor to the edge of the screen, and then the edge of the 
next screenful. 


AppleWorks divides the spreadsheet file from top to bottom 
into eighths. You can jump to any part by using (c) in 
combination with the number keys. This is called the 
AppleWorks Ruler. 


2. Press (6)-(1). You move to the top of the 
file in the same column. 


3. Press (G)-(9). You move all the way to the 
bottom. 


The bottom, for this command, is the last line you’ve put 
any information on. 
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2 Making a New Entry 
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Mom wants you to make a new entry for Rhubarb Pie, 
which is already one of her favorites. She’s sure it will be an 
even bigger seller, and she wants you to make projections 
for future sales, based on its previous rate of growth. 


Typing a Label 


A label in the Spreadsheet is a name for something. The 
three current pie entries all begin with a label containing the 
name of the pie. That’s how you should start the entry for 
Rhubarb Pie. 


1. Move the cursor to Use (4). That puts the cell 
Cell A18. cursor where you should 
type the new label. 


The cell indicator shows you that there’s nothing in the cell, 
because you haven't typed anything yet. 


2. Type Rhubarb 


As you type, the cell indicator changes to show that you're 
typing a label. Notice that what you type also appears in the 
highlighted cell. 


17% 
18i Rhubarb 


A18 
Label: Rhubarb _ 
Complete the label 


That's it! Now move to Column C, where you'll put the next 
batch of information. 


3. Press two times. 
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When you press an arrow key after typing something, you 
tell AppleWorks you've finished typing (just like pressing 
(RETURN )), but you also move one cell in the direction of the 
arrow. With (RETURN ), the cursor stays on the same cell. 


Copying Cells 


AppleWorks lets you copy information you've already typed 
so that you don’t have to type it again. You can copy labels, 
values, and formulas (telling AppleWorks how to calculate 
values for cells). You can copy information exactly, or make 
the copies relative to their new position. This can save you a 
lot of work. 


Mom has asked you to estimate Rhubarb Pie sales for Fall 
Quarter. Notice that each pie has high, low, and expected 
estimates for the quarter. You could type in new formulas 
for Rhubarb Pie’s estimates, but why bother? Since the 
labels—and most of the formulas—for Vegetable Pies apply 
equally to Rhubarb Pies, you can copy them and then 
change those that should be different. 


The copy process has several steps. To start, you'll want to 
copy the high values from the Vegetable Pie entry. 


1. Move the cell cursor to 
High in Cell C14. 


2. Press (G){C). That’s for Copy. 


At the bottom of the screen, AppleWorks asks you how you 
want to copy: 


on teem tematic ita a in ile an ith tin nea ems han ah He sie ae mee a aie tee SN An Aa ml ee eee Aa SS A NS ce ee 


C14: 


Copy? 


(Label?) High 


Within worksheet 


To clipboard From clipboard 


Making a New Entry l97 








AppleWorks’ best guess is that you want to copy within the 
worksheet. (The worksheet is AppleWorks’ term for the 
spreadsheet you're working with.) 


3. Press (RETURN ). Accept the best guess. 
Now AppleWorks asks you to 


Use cursor moves to mighlight Source, then press Return -— 30K Avail. 


AppleWorks wants you to highlight the source—the cells 
to be copied. 


4. Press four times. 


That highlights a block—a group of adjacent cells. With the 
block of Cells C14 through G14 highlighted, your screen 
looks like this: 


Figure 6-3. Highlighting a Block to Copy 


File: OUrganie Growth COPY Escape: Review/Add/Change 
1t+Mom’s Apple Pie Company: Growth in Urgenic Pie Sales CProjected) 
et 
3:Pie Oct Nov Dec Qtr 
4le=2= == = = = SS =sS = ==S = 
6:Yogurt Yummy High 360 540 810 174190 
Fae Low 240 360 540 1140 
Si Expected 300 450 675 1425 
of 

10:Ragamuf fin High 120 132 165 417 
171 Low 80 88 110 278 
12% Expected 100 110 138 348 
13% 

14i Vegetable High 300 303 318 921 
15% Low 200 202 212 614 
16% Exoected 250 252 265 768 
7% 


18iRhubarb 


Gi4: (Valued @SUMCD14...F14) 


Use cursor moves to highlight Source, then press Return — 30K Avail. 
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To accept the highlighted cells as the source, 


5. Press (RETURN ). 
AppleWorks asks you to 


Move to new location, then press “.™ or RETURN — 30K Avail. 


You want to copy these cells to Row 18, in the Rhubarb Pie 
entry. 


6. Move back to Cell C18. Use (4). 


7. Press (RETURN ). lets you copy one 
block to another block. (lf 


you wanted to copy the 
information to more than one 
location, you could type a 
period.) 


And nothing happens— instantly! Just kidding—dquite a lot 
has happened, really, and AppleWorks is waiting for you to 
make a decision about how to copy the cells. 


Making Relative Copies 


Look in the lower-left corner of the screen. 


Figure 6-4. Choosing a Reference 


D1i4: (Value) +D16*1.2 
+D16*1.2 
Reference to D1i6? No change Relative 


AppleWorks highlights the part of the formula The prompt asks you whether you 
that refers to another cell. want the same reference, or a 


The cell indicator shows you the formula for Cell D14. relative one. 


Cell D14 is high sales for Vegetable Pies. The formula for 
Cell D14 is called a pointer. It points AppleWorks to 
another cell. The +D16 tells AppleWorks to take the positive 
value from Cell D16 (expected sales), and the *1.2 tells 
AppleWorks what to do with that value—to multiply it 

by ‘1.2. 
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So when AppleWorks sees this formula in Cell D14, it goes 
down to Cell D16, takes the Expected value there, multiplies 
it by 1.2, and then puts the result back up in Cell D14. 
That's how AppleWorks calculates the High value for 
October Vegetable Pie sales. Figure 6-5 shows how this 
Works. 


Figure 6-5. How a Pointer Works 





lf you were to copy the formula to Rhubarb Pies with No 

change, it would still point back to Cell D16. This would 
give you the wrong number for Rhubarb Pies. You'd have 
high sales for Rhubarb Pies based on expected sales for 

Vegetable Pies. 


A better solution is to make a Relative copy. When you 
make a relative copy, AppleWorks adjusts the formula of the 
copied cell relative to its new location. So it points down 
two cells from D18—to D20, which will contain the expected 
sales for Rhubarb Pies. 
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Figure 6-6. No Change or Relative Copy 





No Change Relative 


The high estimate formulas for the three months use the 
same basic formula. To make them copy relatively, 


1. Press (R) once. 


The cell cursor moves to Cell E14. To copy Cells E14 and 
F14 the same way, 


2. Press (R) two more 
times. 


Now the cell cursor is on Cell G14—the high estimate for 
quarterly sales. Down in the lower-left corner you can see 
that this cell sums up the monthly estimates: 


G14: (Value) @SUMCD14...F14) 
@SUMC(D14...F 14) 
Reference to D114? No Change Relative 


This function starts totaling with the value in Cell D14 and 
finishes with the value in Cell F14. AppleWorks gives you a 
chance to copy either pointer relatively. For this copy, you'll 
make both copies relative. 


3. Press (R) twice more. 
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Figure 6-7. Copied Labels 


File: Organic Growth 
A 


— eee ee —— — — ee le 
= See Se SS a a) 


AppleWorks calculates the values of the new cells, and then 


finishes the copies: 


1+Mom’s Apple Pie Company: 


2h 


Yogurt Yummy 


Ragamuffin 


Vegetable 


ONOMAWN—-CHOONDMAW 


Rhubarb 


REVIEW/ADD/ CHANGE 


Escape: Main Menu 


Growth in Organic Pie Sales €Projected? 


Oct Nov Dec Qtr 
High 360 540 810 1710 
Low 240 360 540 1140 
Expected 300 450 675 1425 
High 120 132 165 417 
Low 80 88 110 278 
Expected 100 110 138 348 
High 300 303 318 S21 
Low 200 202 212 614 
Expected 250 252 265 768 
High 0 0 0 0 


C14: ClLabel) High 


Type entry or use @ commands 
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G=7% Tor Help 


The cell cursor returns to Cell C14, High. Notice that labels 
like the one in Cell C14 are copied exactly. The numeric 
values Come out to zero because the formulas point to cells 
that you haven't copied yet. 


You're ready to copy the next row. 


Copying Another Row 


Now that you've seen how to copy formulas relatively, 
copying the next row should be relatively easy. The cell 
cursor is just above the cell you want to start copying from. 


1. Move to Cell C15. 


2. Press (G)}C). That tells AppleWorks that 
you want to copy again. 


AppleWorks asks how you want to copy. 
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3. Press (RETURN ). Accept the best guess, to 
copy within the worksheet. 


Now you’re ready to tell AppleWorks what to copy and 
where to copy to. 


4. Press four times. That highlights the source 
cells. 


5. Press (RETURN ). 


6. Move to Cell C19. That’s the beginning of the 
new location. 


7. Press (RETURN ). 


AppleWorks asks if you want to make the first copy relative. 
All the copies you’ll make should be relative, so that they 
point to Rhubarb Pie cells instead of Vegetable Pie cells. 


8. Press (R) five times. 


That’s it! You’ve copied the second row into the new pie 
entry. But it’s off the screen, so you can't see it yet. Wait 
until you've finished copying the last row; then you'll take a 
look at the complete set of estimates for Rhubarb Pie. 


Copying the Last Row 


This row is a little different, as you'll see. It has a cell with a 
Simple value in it, rather than a formula. 


1. Press (+). You move to Cell C16. 


2. Press (&){(C). That tells AppleWorks that 
you want to copy again. 


3. Press (RETURN ). Accept the best guess, to 
copy within the worksheet. 
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4. Press four times. That highlights the source 


cells. 
5. Press (RETURN ). 
6. Move to Cell C20. That's the beginning of the 


new location. (Use (4).) 


7. Press (RETURN ). 


The cell cursor jumps to Cell E16. Notice that AppleWorks 
Skipped right over the 250 in Cell D16. That’s because 
there’s no formula in D16. It’s just a value (250) with no 
pointers—so AppleWorks just copies it directly, as it does 
with labels. 


To make the rest of the copies relative, 


8. Press (R) four times. 


There! You've finished copying the whole set of cells. It 
would be nice if you could see what the whole copy looked 
like, rather than just the top line. 


9. Move back down to 
Cell C20. 


The screen looks like this: 
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Figure 6-8. Copied Rows 


File: Organic Growth 


saenese2A2== 
3:Pie 


See = 
i= > 


53 

6:Yogurt Yummy 
7i 

Bi 

mo 
10:Ragamuf fin 
11% 

12% 

13% 
14iVegetable 
1S} 

16% 

17% 
18itRhubarb 
191 


(Label) 200 


B= 


REVIEW/ADD/ CHANGE 

Oct Nov 
High 360 540 
Low 240 360 
Expected 300 450 
High 120 132 
Low 80 88 
Expected 100 110 
High 300 303 
Low 200 202 
Expected 250 aac 
High 300 303 
Low 200 202 
Expected 250 252 


Type entry or use G commands — 


saan P sacs 


Dec 


810 
540 
Sis 


165 
110 
138 


318 
ei2 
265 


318 
aie 
265 


Escape: Main Menu 


sG2wesess== = Ss SS 


Qtr 


— ee ne se i a. te Se aie Sle. “Si. Siig, Se. ea a, a, a, is ey, ey. i, Sa, Sy, ta, Ne ey — ae ae Ne A, sa, san ae, a, ean ia a sa, ek a a ae ae ne a a a ae ee eee 


6-7? for Helis 


When you put the cursor on Cell C20, the spreadsheet 
seems to start with Row 3. That’s because the rest of the 
information has scrolled off the top of the screen to make 
room for what’s new. It’s still there, but off the edge. The 
spreadsheet can be much larger than one screenful. 


Notice that the values for all the cells are the same as those 
for Vegetable Pie. Remember that AppleWorks copied the 
value in Cell D16 exactly. This value is called a key value 
because all the other values relate back to it. Since the key 
values in Cells D16 and D20 are the same, the values 
AppleWorks calculated for the rest of the cells are also the 
same. You should change the key value though, since 
Mom’s Apple Pie Company has been selling about 200 
Rhubarb Pies a month, which is less than the 250 in the 


key cell now. 
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Changing a Key Value 


If you change the value in a key cell, the values for all the 
cells that depend on that cell will change, too. To change 
the value in Cell D20, 


1. Move to Cell D20. Use the (-). 

2. Type 200 As you type, the new value 
appears in the lower left of 
the screen. 


3. Press (RETURN ). 


AppleWorks recalculates the whole set of cells. 


Figure 6-9. First Calculation 


File: Organic Growth REVIEW/ADD/CHANGE Escape: Main Menu 
SeeeesesAeseeesseBessseeseCeseeeesePessesesefessesscefessseseeGeeeseeeeH===s 
3iPie Oct Nov Dec Qtr 
4j2#e= === === ==: ==: 
Si 
6tYogurt Yummy High 360 540 810 1710 
< Low 240 360 540 1140 
8i Expected 300 450 675 1425 
oe 
10:Ragamuf fin High 120 132 165 417 
113 Low 80 88 110 278 
12% Expected 100 110 138 348 
13% 
14 Vegetable High 300 303 318 921 
15% Low 200 202 212 614 
16% Expected 250 fue 265 768 
171 
18tRhubarb High 240 303 318 861 
191 Low 160 202 2i2 574 
20% Expected 200 202 212 614 


-=—_— wens ow er ree a ee a a ee ee = ee a ee a a a ae aw ae ae ae ee ae ae ee ae a ae ee am ae ae ee am ee ae a aw a ae we me on we ee ee ee we oe ee we ee a ee ee 


D20: CValue) 200 


Type entry or use G@ commands — G-? for Help 
If you add up these figures though, they’re not all correct. 


Here's why: as this file is set up, AppleWorks calculates 
down each column, starting on the left side of the 
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Order of Calculation 


18iRhubarb 
193 
20% 





spreadsheet and moving to the right. If an upper cell’s value 
is based on the value in a lower cell, the upper cell's value 
won't be calculated correctly. 


To see this, look at Cell E19. Cell E19 contains a pointer, 
+E20*.8. When you pressed in step 3, 
AppleWorks calculated the value in E19 before the value in 
Cell E20. The value in Cell E20 was still 252 (as shown in 
Figure 6-8) so the value of Cell E19 was calculated as 
252*.8, or 202. But after E19 was caculated, E20 was 
calculated to a lower value. To get the correct value in E19 
(and all the other cells), you must have AppleWorks 
recalculate. 


That's for Kalculate. (C 
already stands for Copy.) 


4. Press (G)-(k). 


Now all the values are recalculated and rounded off to the 
correct amounts. 


High 240 242 250 737 
Low 160 162 170 431 
Expected 200 202 ele 614 


Congratulations! You’ve just added a new pie—one of 
Mom's favorites—and calculated a new amount for it. 


eB Split Spreadsheets 


You've already played “What If?” on the Apple Presents 
AppleWorks training disk to see how changing a value 
affected other cells on the screen. But what if you want to 
change a value in a cell on one end of the spreadsheet and 
see the result in a cell on the other end? For instance, 
Suppose you wanted to see how high sales would be for six 
months if October sales increased by ten percent. 


AppleWorks can show you information from one end of the 
spreadsheet at the same time as information from the other 
end, by using what's called a split spreadsheet. 
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When you split a spreadsheet, you're using what’s called 
windowing. You see part of the spreadsheet in one 
window, and part in the other. The windows can be side by 
side, or top and bottom. And the contents of each window 
can move independently of the other, so you can change 
either view of the spreadsheet. 





The spreadsheet divides at the location where you have the 


cell cursor. 
1. Move the cell cursor to That’s expected quarterly 
Cell G8. sales for Yogurt Yummy. 


Use the arrow keys or 
(GS }(F) to move there. 


In order to see the six months’ results for Yogurt Yummy at 
the same time as October estimate, tell AppleWorks you 
want to use windows: 


2. Press (G)-(W). 


At the bottom of the screen, AppleWorks asks how you 
want to set up the windows: 


Windows? Side by side Top and bottom 


Since the October column is on the left and the Six Months 
column off to the right, choose side-by-side windows. 


3. Press (RETURN ). Side by side is 
highlighted, so 
accepts it. 


A strip of numbers appears between Columns F and G— 
that’s your window frame. 
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Figure 6-10. Windows 


File: Organic Growth REVIEW/ADD/CHANGE Escape: Main Menu 

SeeesessAeeseeeeeBhesseesseCsssseeseDesssseesEesesssesfesseeseesseeGess= 
3iPie Oct Nov Dec 3t Qtr 
4i=== === === === 43 === 
53 St 
6tYogurt Yummy High 360 540 810 63 1710 
7% Low 240 360 S40 671 1140 
8i Expected 300 450 675 8s! 1425 
939i : 

10: Ragamuffin High 120 132 165 103 417 
113 Low 80 88 140.974 278 
123 Expected 100 110 ige 12% 348 
13% 13% 
14tVegetable High 300 303 318 143 92 1 
15% Low 200 202 212.15 614 
16% Expected 250 252 265 163 768 
173 17% 
18iRhubarb High 240 242 255 183 737 
19% Low 160 162 170. 138i 491 
20% Expected 200 202 e212 203 614 


G8: (Value) @eSUMCDS...F8) 


Type entry or use @ commands — GS-7 ter Help 


But this only shows you the same thing you saw before, 
with an extra bar of numbers. To move the view in the 
right-hand window so that you can see the six-months total, 


4. Use to move to Each time you press (-), 
Cell L8. another column moves into 
the window and the first one 
scrolls off to the left. 


Now you can see the relationship of Yogurt Yummy’s 
six-month sales estimate to its October estimate: 


File: Organic Growth REVIEW/ADD/ CHANGE Escape: Main Menu 
eesesesssAssseeeee Basses esCesseeseeDesssessefessseeeefessseeseseee| === 

3tPie Oct Nov Dec 31 6Mos 

4i=== === === === 43 ==== 

' Si 

6tYoogurt Yummy High 360 540 810 6: 4391 

73 Low 240 360 S40 71 2327 

8i Expected 300 450 67S . 8i 3659 


But how do you get from one window to the other, so you 
can change the value for October sales? It's easy—you 
jump! 
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File: Organic Growth 
B 


On MDu DAW 


Yogurt Yummy 


5. Press (G)-(J). 


Now the cursor’s in the left-hand window, in Cell F8. To 
change the October estimate and see its effect on the 
six-months total, 


6. Move to Cell D8 
(expected October sales). 


Use the arrow keys. 


7. Type 330 and press 330 indicates a ten percent 
(RETURN ). increase in sales. 
8. Recalculate. Use (G)-(K). 


And as you desired, there are the results for six months 
later: 


REVIEW/ADD/ CHANGE Escape: Main Menu 

Sssses=s Assesses BhessesseeCessessseDesssseesFeseseeeefeeseeseeeee5| === 
c Nov Dec ‘ 6Mos 

== === === 43: === 

a | 

High 396 594 $S1- —~6I 4830 

Low 264 396 S94. 7] 3220 

Expected 330 495 742 «#8 4025 


Sales would be phenomenal, if they were only ten percent 
higher in October. 


Congratulations! Mom will be surprised and pleased when 
she sees this report showing that sales of organic pies are 
going so well. 


* Saving the File 


710 


You've made a lot of changes to the Organic Growth file. 
But they're only on the Desktop—the computer’s memory. If 
one of the bakers trips over the cord, all those changes will 
disappear, and Mom won't get her report. You can keep the 
changes safe, though, if you save them onto the sample 
files disk. You'll do that in this section. 
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1. Return to the Main Menu. Press (ESC). 


2. Choose Save Desktop 
files to disk. 


AppleWorks lists the files on the Desktop. Organic 
Growth is the only one on the list. To choose it, 


3. Press (RETURN ). 


AppleWorks offers you two options: 


You made changes to this file 
1. Save the file on the current disk 


e. First change to @ different disk or directory 


4. Choose Save the 
file on the 
current disk. 


If you have one disk drive, AppleWorks asks you to put your 
data disk (the sample files disk) in drive 1. 


5. Take out the program 
disk and insert the 
Sample files disk. 


6. Press (RETURN ). 
Now AppleWorks tells you 


This file already exists on Drive 1 


1. Let the new information replace the old. 


e@. Save with a different name. 
These options let you choose between keeping only the 


changed file and having a copy of both the original and the 
changed files. 
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In order to keep your original spreadsheet on file, so that 
others can practice with It, 


7. Choose Save with a 
different name. 


AppleWorks asks you to type a new name for the file. 


8. Type New Growth and 
use to 


remove any remaining 
characters. 


9. Press (RETURN ). 


AppleWorks tells you it’s carefully saving the file, and how 
to cancel the save, if necessary (by pressing before 
the message disappears). 


That’s all there is to it. You've saved the file. Now you're 
back at the Main Menu. 


WW Where to Go From Here 


Now that you've learned the Spreadsheet basics, you can 


e Learn some advanced features of another application in 
this manual: 


e Start making your own spreadsheets, using the 
AppleWorks Reference Manual and Quick Reference 
Card as guides; 


e Learn about using all three applications at the same time, 
in the next chapter, “Putting It All Together’; 


e Quit AppleWorks, using option 6 from the Main Menu 
and following the instructions on the screen. 


Any direction you go will be fine. 
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Ed Putting It All Together 


116 Getting Files 

118 Copying From the Data Base Into the Word Processor 
118 = Preparing to Print 

120 _ ~=Printing a Report to the Clipboard 

122 Switching to the Word Processor 

123 Copying Information From the Clipboard 
126 = Editing Copied Information 

127 Printing 

128 Removing Files 

130 Leaving AppleWorks 

132 Where to Go From Here 
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You've used the Data Base, the Word Processor, and the 
Spreadsheet to produce components of a bulletin to the 
head of Mom’s Apple Pie Company (Mom, of course). Now's 
your chance to put them all together—without scissors and 
without glue. You'll do it electronically, using AppleWorks. 


Mom wants to know the facts about the new organic pie 
line. The New Pies file in the Data Base tells how sales have 
been. The New Growth file in the Spreadsheet projects 
future sales trends. And the New Bulletin file on the Word 
Processor contains the bulletin itself. When you combine the 
three, she'll have all the facts at her fingertips. 


The spreadsheet projections have already been copied into 
the word processor document. In this chapter, you'll put the 
facts from the Data Base into the document, too. 


If you were using three different programs to produce the 
three parts of the document, you would probably have to 
print them out separately, and resort to scissors and glue to 
put them together. Most programs aren't able to talk to 
each other. But with AppleWorks you can transfer the data 
from files in one application to files in another. 


Do Chapters 4 and 5 First: If you haven't saved the 
New Pies file in the Data Base chapter and the New 
Bulletin file in the Word Processor chapter, do that before 
going on in this chapter. 
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= Getting Files 


You have the information Mom wants about Organic Pies 
Sales conveniently stored in the New Pies file. (You changed 
the original Organic Pies file in Chapter 4 and saved it with 
this new name.) And you also need the New Bulletin file. It 
contains the word processor document into which you want 
to copy the data base information. 


In order to work with these files, you have to take them off 
the sample files disk and transfer them to the Desktop (the 
computer's random-access memory, or RAM). 


Start at the Add Files Menu. (Chapter 3, “Starting the Real 
Program,’ will help you start up AppleWorks, if you need to 
review.) 


To get the New Bulletin file from the current disk, 


1. Choose The current 
disk. 


lf you have one disk drive, AppleWorks asks you to put your 
data disk in drive 1. 


2. Remove the program 
disk from drive 1, and 
replace it with the 
sample files data disk. 


3. Press (RETURN ). The list of sample files 
appears. 


You can put more than one file on the Desktop at once, 
using the arrow keys to select files. Here’s how: 


4. Move the highlighting to 
New Bulletin. 


5. Press (-). 
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6. Now move the 
highlighting to New 


Pies. 


7. Press (=). 


8. Press (RETURN ). That accepts your choices. 


AppleWorks tells you it’s getting the files. Then it tells you 
that it’s put both files on the Desktop: 


2 files were added to the Desktop. 


Press G@-Q to work with one of the 
Tiles on the Desktop: 


To see the list of files on the Desktop, 


9. Press (G)(Q). That’s for a Quick change to 
the Desktop Index. 


10. Choose New Pies. 


lf you have one drive, AppleWorks asks you to put the 
program disk into drive 1. It needs more information from 
that disk before you can work with the file. 


11. Remove the sample 
files data disk from 
drive 1, and replace it 
with the program disk. 


12. Press (RETURN ). 


Congratulations! The New Pies file is on your screen, ready 
for you to copy it to the Word Processor. 
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Figure 7-1. New Pies File 


File: New Pies REVIEW/ADD/ CHANGE Escape: Main Menu 
Selection: Units Sold is greater than 300 
and Date Introduced is after May 
Pie Name Units Sold Units/Month Profit/unit Total Sales 
Apple Light 4000 2000 $1,20 $16,000 
Carob Crunch 3600 900 $4.45 $14,000 
Coconut Custard 2800 700 $1.67 $12,000 
Kumquat 600 150 $2.00 $3,600 
Pure Peach 800 400 $0.84 $3,200 
Ragamuffin S00 250 $0.90 $2,000 
Rhubarb 400 200 $1.00 $1,600 
Squash Blossom 400 200 $1.00 $1,600 
strawberry Strip 460 200 $2.83 $1,600 
Very Berry 6000 1500 $1.08 $24,000 
Yogurt Yummy 1250 300 $0.58 $3,675 
Type entry or use @ commands G-? for Help 


With both files on the Desktop (but just one on the screen), 
you re ready to transfer information from one into the other. 


= Copying From the Data Base 


Into the Word Processor 


In order to transfer data base information into a word 
processor document, you have to print the report to the 
clipboard, and then copy it from the clipboard into the Word 
Processor. 


Preparing to Print 


When you want to print a data base report—either on 
paper, or to the clipboard—you have to prepare to print it 
by getting a report format. 


1. Press (GHP). That's for Prepare to print. 


The Report Menu appears, with five options: 
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Get a report format 

Create a new "tables" format 
Create a new “labels"™ format 
Duplicate an existing format 
Erase a format 


ma WP 


The option to get a report format is highlighted, because 
you've already set one up for New Pies. 


2. Choose Get a report 
format. 


Now AppleWorks offers a list of current report formats. 
There’s only one format set up. It’s called Organic Pie 
Sales, and it’s highlighted. 


3. Choose Organic Pie 
sales. 


The file appears on your screen in report format. 


Figure 7-2. Report Format 


File: New Pies REPORT FORMAT Escape: Report Menu 
Report: Organic Pie Sales 
Selection: Units Sold is greater than 300 

and Date Introduced is after May 


--> or <-- Move cursor 
; oC < Switch category positions 
6G <-- Change column width 


G-J Right justify this category 

G-K Define a calculated category 
--)> G-N Change report name and/or title 
G-A Arrange Csort) on this category G-0 Printer options 

G-D Delete this category G-P Print the report 

@G-G Add/remove group totals G-R Change record selection rules 
G-] Insert a prev. deleted category G-T Add/remove category totals 


-——_— — a we ee ee ee eee eee eee ee ee ee ee 


Pie Name Units Units/Mo Date Total Sa Total Pr Profit/U L 
~A---------- -B--- -C------ -D-- -E------ -F------ -G------ e 
Apple Light 4000 2000 Jul $16,000 99999999 $1.20 n 
Carob Crunch 3600 900 May $14,000 99999999 $1.11 6 
Coconut Cust 2800 700 May $12.000 S3993999 $1.07 0 
Use options shown above to change report format 30K Avail. 
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The report is ready to print to the clipboard. Remember that 
the nines will print as real numbers. 


The format for the New Pies file has already been changed 
to make it fit exactly into the word processor document, so 
you re all set to copy it to the clipboard. 


Printing a Report to the Clipboard 


After you've put a data base report in the format you want, 
you can move it into a word processor document by 


@ printing the report to the clipboard, 


@ getting the word processor document that will contain 
the copy, and then 


® copying the report from the clipboard. 


The clipboard is a part of your computer’s memory where 
you can hold information temporarily while you move from 
one AppleWorks activity to another. 


Tell AppleWorks you want to print the report. 


1. Press (G)-(P). That's for Print. 


AppleWorks asks where you want to print it: 
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Figure 7-3. Choosing Where to Print 


File: New Fies PRINT THE REPORT Escape: Report Format 
Report: Organic Fie Sales 
Selection: Units Sold is greater than 300 

and Date Introduced is after May 


—— — — —— —_——— —— sw —— — —— ea ane ee 


Where do you want to print the report? 

a. Apple DMP 

2. Imagewriter 

3. The screen 

4. ‘he elipboard (for the Word Processor? 
5S. fA text CASCIID file on disk 

GS. A DIF CIM? Tile on Gise 


eee erm ee a ee ee ae ae a 


Type number, or use arrows, then press Return . 30K Avail. 


The options on your screen may be different. These options 
are those set up for AppleWorks when you buy it. You can 
change them if necessary. (See the AppleWorks Reference 
Manual.) 


AppleWorks’ best guess is that you want the first option. 
But you want to print to the clipboard—option 4. 


2. Choose The 
clipboard. 


Now AppleWorks asks you to 
iype report Gate oF Press Ketirns — 


Since New Bulletin (the word processor document) already 
has a date on it, you don't need to put a date on the 
information from the Data Base. 


3. Press (RETURN ). 
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And that's it. As AppleWorks tells you, 


The report is now on the clipboard, 
and can be moved or copied into Word 
Processor documents. 


Now you can copy it into the New Bulletin, after you leave 
the Data Base and go to the Word Processor. 


4. Press the bar. 


You return to the Report Format for Organic Pie Sales. 


Switching to the Word Processor 


There's a quick way to switch from one application to 
another. 


1. Press (6)-(Q). That's for Quick change. 


The Desktop Index appears on top of the Report Format 
display. 


2. Choose New 
Bulletin. 


And now the New Bulletin appears: 
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Figure 7-4. New Bulletin 


File: New Bulletin REVIEW/ADD/ CHANGE Escape: Main Menu 
Ms. Simon, you requested a bulletin reflecting our annual 
performance and outlining projections for next year’s 


performance. Here it is. 


Good news from the market analysts. The Horner-Shwartzfogel 
industry pie chart shows us 4 strong leader city-wide in all 
categories. We’ve come a long way from giving pies to the 
neighbors through the kitchen window. 


All in all, it’s been a good year, and projections show that 
next year should be even better. With the new factory in 
place, our extra capacity should make us able to keep up 
with the stratospheric demand for Mom’s Apple Pies that we 
anticipate. 


se@les in the COroanic Pie line are booming! Yogurt Yummy is 
really taking off, as are Very Berry and Apple Light. 


By the way, we’ve changed the spelling of Granola Pudding 
Delight, as you’ve suggested. Calling it Granola Pudding 


Type entry or use @ commands ine bt Column. 7 G-7? for Help 





Now you can copy the data base information from the 
clipboard. 


Copying Information From the Clipboard 


yin, Even though you've left the Data Base and gotten a file for 

ES the Word Processor, the data base report is still waiting for 

SY you on the clipboard. All you have to do is copy it into the 
New Bulletin. 


You could copy the information to the beginning of the 
document, where the cursor is right now, and then move it 
to its proper location. But the easiest thing to do is move 
the cursor to the right place first, then copy. Remember that 
you set a marker after the heading Organic Pie Sales. 
That's where you want to move this. Here’s how: 


1. Press (GF). That’s for Find. 
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2. Press (mM). That’s for Marker. 


3. Type 1 and press That's the marker number. 
RETURN ). 
You jump right to the location where you want to put the 
Copy. 
Figure 7-5. Finding a Marker 
File: New Bulletin FIND Escape: Review/Add/Change 
Vegetable High 300 303 318 $21 
Low 200 202 212 614 
Expected 250 252 265 768 


Here are the stats on our best-selling organic’ pies: 


ssh a nae Centered 

Organic Pie Sales 
-------- Unjustified 
-------- Set a Marker: 1 


Elmer Bodey in the Crust Department won this month’s 
Suggestion Box award. He’ ll get a month’s supply of Apple 
Pie Filling as his reward for suggesting that we open up a 
Pie Tasting Room. Such a tasting room could pep up our 
interstate sales, as tourists carry news of our fabulous 
pies across the border. 


eg A i, Se as SI a aa cll lene ne 
The tasting room would be a nice addition to our new 


You want to insert the information at the marker in the 
middle of the page. AppleWorks asks if you want to find the 
next marker. Since you're already where you want to be, 


4. Choose No. 


Now that you're at the right location, you can copy the data 
base information from the clipboard. 


5. Press (G)-(C). That's for Copy. 


AppleWorks asks how you want to copy the information: 
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Copy Text? Within document’ To clipboard Ccutd From clipboard Cpaste) 


AppleWorks guesses that you'll want to copy within the 
document. But you want to copy from the clipboard, so 


6. Choose From (Press for From.) 
clipboard. 


AppleWorks inserts the information from the Data Base, just 
like that. 


Figure 7-6. Copying From the Clipboard 


File: New Bulletin REVIEW/ADD/CHANGE Escape: Main Menu 
Vegetable High 30 303 318 921% 
Low 200 202 212 614 & 
Expected 250 25e 265 7/768 % 
pd 
Here are the stats on our best-selling organic pies:® 
Be 


-------- Centered 
Organic Pie Sales® 
w------- Unjustified 
File: New Pies 
Page 1 &® 
Report: Organic Pie Sales 
Selection: Units Sold is greater than 3008 


and Date Introduced is after May 
Pie Name Units Units/Mo Date Total Sa Total Pr Profit/U® 
ie es ae eae ee ee | a ee ee Ee ee ee er Se 
Apple Light 4000 2000 Jul $16000 5000 $1.20 % 
Carob Crunch 3600 900 May $14000 4000 $1.11% 
Coconut Cust 2800 700 May $12000 3000 $1.07% 
Kumquat 600 150 May $3600 1200 $2.00 # 
Type entry or use @ commands Line SO Column 7 Ga" tor Neip 


Notice that when you copy from the clipboard, AppleWorks 
automatically shows you the printer options you've used. 
These options won't print in the final document. 


The data base information starts right where you chose to 
put it, but the extra information at the top—the file and 
record selection information—won’t make much difference to 
Mom. The bulletin would look nicer without it. 
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Editing Copied Information 


You can delete the extra text using the Delete feature. 


1. Press (G)-(D). That's for Delete. 


The cursor turns into a solid rectangle, ready for you to 
highlight the material you want to delete. 


2. Highlight everything Press (4) five times and 
between the cursor and press once to highlight 
Pie Name. the appropriate information. 


You've highlighted the lines that have to go. 


moe Centered 
Organic Pie Sales 

-------- Unjustified 
File: New Pies 

Page 1% 
Report: Organic Pie Sales® 
Selection: Units Sold is greater than 300% 

and Date Introduced is after May 

Pie Name Units Units/Mo Date Total Sa Total Pr hitclidddes 


_—_—_——_——— — =~ — ee ee -—-——— — -—_——_——_——_ we ee -_-—— -——— — —_——_——_— ee -_-———_—_ = = = 


Apple Light 4000 2000 Jul $16,000 5000 $1.20 # 


To delete the lines, 


3. Press (RETURN ). 


The offending matter is gone. But you could still make it 
look a little nicer if there were space between the heading 
for the data, and the data itself. 


4. Press (RETURN ). 


There! The document's got everything in it that you need. 
Mom's people—like you—have all got the right stuff—and 
so do their documents. 
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Figure 7-7. Polishing Up 


File: New Bulletin REVIEW/ADD/ CHANGE Escape: Main Menu 
Vegetable High 300 303 318 921% 

Low 200 202 212 614% 

Expected 250 252 265 768% 
bs 


Here are the stats on our best-selling organic pies:& 


eee ee Centered 
Organic Pie Sales& 
Nighlre baa aera Unjustified 





Pie Name Units Units/Mo Date Total Sa Total Pr Profit/U® 
NI ie re COMMS ce IN a eg ane i ok eal a i eae ee a ile le 
Apple Light 4000 2000 Jul $16,000 5000 $1.20 
Carob Crunch 3600 900 May $14,000 4000 $1.11 
Coconut Cust 2800 700 May $12,000 3000 $1.07% 
Kumquat 600 150 May $3,600 1200 $2.00% 
Pure Peach 800 400 Jul $3,200 670 $0.84% 
Ragamuffin 500 250 Jul $2,000 450 $0.90 
Rhubarb 400 200 Jul $1,600 400 $1.00% 
Squash Bloss 400 200 Jul $1,660 400 $1.00% 
Type entry or use G commands Line S1 Column 1 G-? for Help 


The bulletin is ready to print. Congratulations! The New 
Bulletin is sure to be a success. 


© Prin ting 


If you have your printer hooked up and would like to see 
how the New Bulletin looks on paper, now’s a good time to 
print it. (If you don’t have your printer hooked up, you can 
Skip this section.) 


To practice printing the document, 


1. Press (G)-(P). That’s for Print. 
AppleWorks asks you where you want to print from. 
Print from? Beginning This page Cursor 


Why not print the whole thing? Mom might not like a bulletin 
that starts in the middle. 


2. Press (B). That’s for Beginning. 
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Now AppleWorks asks you which of the printers on your list 
you want to use. 


3. Type the number of the 
printer you choose, and 


press (RETURN ). 
AppleWorks asks: 
How many copies? 1 


AppleWorks guesses that you'll want one. 


4. Press (RETURN ). Accept the guess. 


AppleWorks prints New Bulletin. AppleWorks gives you a 
chance to press the bar to pause or to quit 


printing, if necessary. Sometimes you may want to pause to 
see if everything’s printing correctly, or quit if it isn’t. 


And that’s it! You have a printed copy of the document 
you ve created. Now you can go back to the Main Menu 
and leave AppleWorks. 


5. Press (ESC). 


You're back at the Main Menu. 


® Remo ving Files 
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You've worked with two files in this chapter: New Pies and 
New Bulletin. To finish up your practice with AppleWorks, 
remove the changes from the sample files data disk. Then 
you ll have a sample files data disk that’s like new for 
someone else to practice with. 


You're at the Main Menu. To remove files from the disk, you 
need to go to the Other Activities Menu. 


1. Choose Other 
Activities. 


The Other Activities Menu appears. 
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Figure 7-8. Other Activities Menu 


Disk: Drive 1 MAIN MENU 


Other Activities bee oo ae hee ee 
1. Change current disk drive or ProDOS prefix 

2. List all files on the current disk drive 

3. Create a Subdirectory 

Delete files from disk 

Format a blank disk 


5 
6. Select standard location of data disk 


Ba Specify information about your printer(s) 


4 


Type number, or use arrows, then press Return — 30K Avail. 


To remove the new files from the disk, 


2. Choose Delete files 
from disk. 


AppleWorks asks you to put the data disk (sample files) in 
drive 1. 


3. Take out the program 
disk and replace it with 
the sample files data 
disk. 


4. Press (RETURN ). 


AppleWorks puts a list of sample files on top of the Other 
Activities Menu. This list includes those files you saved in 
the Word Processor, Data Base, and Spreadsheet chapters. 
Those new files are the ones you want to delete. You can 
select them all at the same time. 
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5. Choose New Use (4) and (+). 
Bulletin, New Pies, 
and New Growth. 


Once you've selected all three files, you can remove them. 


6. Press (RETURN ). 


AppleWorks warns you that you'll erase New Bulletin: 


You are about to PERMANENTLY 
remove this file from disk. 


Since you already have the original file safely on disk, you 
can remove this changed version. 


7. Choose Yes. That tells AppleWorks that, 
yes, you do want to remove 
the file. 


Now AppleWorks tells you you're going to remove New Pies 
from the disk. 


8. Choose Yes. 


And finally, AppleWorks asks if you want to remove New 
Growth. 


9. Choose Yes. 


That's all there is to it. The files have been removed from 
the disk. Now you're ready to leave AppleWorks. 


@ Lea ving AppleWorks 
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You leave AppleWorks from the Main Menu. 
1. Return to the Main Menu. 


2. Choose Quit. 
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AppleWorks doesn’t just quit and let you lose everything in 
memory. (You changed the New Bulletin by adding the data 
base information, and it’s still on the Desktop, even though 
you removed the file from the disk.) First, it asks you if you 
really want to quit. 


3. Choose Yes. If you're using one drive, 
AppleWorks asks you to put 
the program disk in drive 1. 


4. Take out the sample files 
data disk and insert the 
program disk. 


5. Press ( RETURN ). 


AppleWorks tells you that you made changes to New 
Bulletin, and asks you how you want to save them. 


6. Choose Throw out 
the changes to the 
file. 


AppleWorks wants you to confirm that this is what you want 
to do. 


7. Press (Y). That tells AppleWorks that, 
yes, you really do want to 
throw out the changes. 


Your computer gives you the following message: 
ENTER PREFIX CPRESS "RETURN" TO ACCEPT) 
/APPLEWORKS/ 


And that’s it! 
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W@ Where to Go From Here 


You've practiced with all three AppleWorks activities: 
e the Data Base 
e the Word Processor 
e the Spreadsheet 


You've moved information from the Data Base to the Word 
Processor. In the Apple Presents AppleWorks training disk, 
you practiced moving information from the Spreadsheet to 
the Word Processor. You can also move information 
between the Spreadsheet and the Data Base, using a 
different procedure which is explained in the AppleWorks 
Reference Manual. 


In this tutorial, you learned how to move around in the 
AppleWorks program and use the menus. You learned how 
to format files for printing and how to move files onto and 
off of the Desktop. 


When you're out on your own, you can learn even more 
advanced features for all of AppleWorks’ activities. If you 
have questions, look up the answers in the AppleWorks 
Reference Manual. 


The AppleWorks Quick Reference Card summarizes all the 
major functions you can use. 


Good luch. 


lf this manual were the AppleWorks Word Processor, you 
could change that to: 


Good luck! 
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The following abbreviations 
are used in this index: 


e DB for Data Base 
e SS for Spreadsheet 


@e WP for Word Processor 


Cast of Characters 


= (row of) 53 
* (asterisk) 55 
@ (at sign) 94 
see under O 


(+) 38, 51 

(+) 39, 94 

A 

Add files to the 
Desktop 32 


adding words 68 
Apple keys See (Gc) under O 
Apple Presents AppleWorks 
disk 3, 5, 9-12 
Main Lesson Menu, Side 1 
10 
Main Lesson Menu, Side 2 
13 
Starting 9-12 
Apple llc 5 
Apple lle 5 
AppleWorks, starting 21-25 


Index 


Xxeapuil 


AppleWorks Program disk 5, 
21, 24 

AppleWorks Quick Reference 
Card 4 

AppleWorks Reference Manual 
4 

AppleWorks Sample Files Data 
Disk 5, 21 

AppleWorks Startup disk 5, 
21; 22 

arithmetic functions 94-95 

arrow keys 38, 39, 51, 94 

asterisk (*) 55 

at sign (@) 94 


B 


best guess 24 

big picture 37 

blank disks 5 

blank spaces in category 52 
block of cells 98 

blots 67 


Cc 


calculating pages in WP 
81-83 

calculation in SS 
order of 107 
recalculation 107 

case sensitive text 77 
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category 
definition 34 
deleting 39 
moving 38 
moving to 38 
totaling 52 
cell cursor 91 
cell indicator 91, 99 
centered text 71 
example 74 
Change Current Disk Menu 
26 
Change Multiple-Record 
Layout display 37 
changing 
an entry in DB 36 
cursor direction 40 
information in WP 65 
key values in SS_ 106-107 
layouts in DB 37-41 
single-record layout 41 
to two disk drives 26 
checkerboards See blots 
choosing 
the wrong file 33 
where to print 121 
clipboard 16, 120, 123 
clock, automatic 24 
code letters for print options 
72 
column letters in SS 91 
column width in DB 50 
comparisons 41-47 
connectors 45 
rules for 44 
rules when date 46 
composing text 13 
connectors for comparisons 
45 
36 
coordinates, definition 92 
copies of disks 5, 22 
copies of files 31 


Index 


copying cells 97-105 
no change 100 
relative 99, 100 
copying parts of files 
from DB to WP 118 
from the clipboard 123-125 
correcting mistakes 24, 36 
criteria for selecting records 
43-47 
cursor 
cell 91 
changing direction 40 
insert 25, 68, 91 
cut and paste 16, 115-132 


D 


Data Base 13, 31-59 
changing an entry 36 
preparing a report 48-52 
reading a file 34 
selecting records 43-47 

data disk 5, 21, 89 

date 24 
in selection rules 46 

decimal place 52 

default response See best 
guess 

66 

deleting 
a category 39 
characters 24, 36 
files from disk 128-130 
text in WP 26, 66 

Desktop 15 
Index 117 
number of files on 15 

disk drives 25, 26 


disks 
copies 5, 22 
double-sided 4, 22 
flexible 14 
flippy 4, 22 
needed for AppleWorks 5 
write protection of 5 
DOS 3.3 5 
double dashes (=) 53 
double-sided disks 4, 22 


E 


embedded printer options 73 
entering a label 96 
entering information 

in SS 96-105 

in WP 68 
entry 

changing 36 

definition 34 
equal signs (=) 53 
equipment 4 

checking 10, 23 
erasing characters 24 

to return to previous step 

33 
to stop printing 54 


F 


file(s) 
copies of 31 
definition 14 
deleting from disk 128-130 
getting 116-118 
saving 14, 55-58, 83, 
110-112 
structure 16 
Find feature 76 


Index 


finding 
a cell 92-94 
a location 69 
a marker 76, 123-124 
text in DB 41-42 
text in WP 69 
flexible disks 14 
flippy disks 4, 22 
floppy disks See flexible 
disks 
format 
labels 49 
report 48-49 
tables 49 
formula 94, 99 
copying 97 
found record 42 


G 


getting a file 116-118 
in DB 31 
in SS 89-91 
in WP 63-65 


H 


hardware 4 
help 
choosing the wrong file 33 
no menu 10 
no title screen 23 
highlighting 
deletions 67 
on lists 32 
on menus 11 
source for copy 98 


/ 


insert cursor 68, 91 
inserting characters 68 
integrated 16 


J 
jumping in SS 95, 110 
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K 


key ideas 12-17 
clipboard 16 
Data Base 13 
Desktop 15 
files 14 
Spreadsheet 14 
Word Processor 13 
key value 105 
changing 106-107 


L 

label 
copying 97 
definition 96 


labels format 49 

layout, changing 37 
multiple-record 34, 49 
single-record 35, 49 

leaving AppleWorks 58, 130 

39, 94 

list of printers 53 

lowercase letters 42 


M 


Main Menu 25 
MARGIN 38 
margin indicator 50 
marker 
definition 75 
finding 123-124 
maximum number 75 
setting 75-76 
memory 32 
menu options 25 
menus 
Change Current Disk 26 
Main 25 
Main Lesson Menu, Side 1 
10 
Main Lesson Menu, Side 2 
12 
Other Activities 128 
Report 48 


Index 


More ---> 38 
Move feature 78 
moving 
a category 38 
ings: 92, 95, 96, 110 
SS window 94 
text 78-81 
to acategory 38 
multiple-record layout 34, 49 


N 


new entry in SS 96-105 

nines 52 

no change copies 100 

number of files on Desktop 
15 

numeric information 14 


O 


(G )-(CONTROL )-(RESET) 9, 11 
(G)(x) 38 

(G)H2) 25 
(G)-number 77, 95 
(G)-(-) 91, 95 

G )- 51, 66, 67 
92, 124 

39, 66, 126 
39, 69, 62, 92 
110 

81, 107 


le 


a) alae 
L 1 


, a [ay 


AROAEGOHLH) 


a 
LJ u 


72, 74 

48, 53, 118, 120, 127 
117, 122 

43, 77 


Jgegece 
20800090 


— 
© 
ee) 


Ww 

a){Z) 35, 76 

options 25 
embedded in WP 73 
for printing in WP 72 
for saving files 56 


ale 


order of calculation 107 
Organic Pies file 31-57 
organizing information 13 
Other Activities Menu 128 


P 


page(s) 

calculating 81-83 

end of 82 

numbers 82 
pausing in printing 54 
place holders 37 
playing "What If?” 89 
pointer 99-100 
preparing a report 48-52 
preparing to print 48, 118 
printer options 72 
printers, list of 53 
printing 127-128 

destination 121 

pausing 54 

preparing to 118 

stopping 54 

to clipboard 120 

to the screen 53-55 
ProDOS 5 
ProFile 26 
program disk 5, 21, 24 
program location 25 
prompt 25 
putting it all together 115-132 


Q 


quantitative planning 14 
quick change 117, 122 
Quick Reference Card 4 
Quit 58 

quitting AppleWorks 58, 130 


Index 


R 


random-access memory (RAM) 
15 
reading a DB file 34 
recalculating 107 
record 
definition 34 
finding 42 
selection rules 43-47 
relative copies 99, 100 
removing characters 24, 36 
removing files from disk 
128-130 
replacing words 76-78 
report 
definition 48 
format 48-49 
shrinking 50 
width 50 
Report Menu 48 
restarting the computer 9, 22 
Review/Add/Change display 
inDB 33 
inSs 91 
in WP. 65 
38, 51 
row numbers 91 
Ruler 77, 95 


Ss 


sample files data disk 5, 21, 
89 
Save Desktop files 
to disk 56 
Saving changes 83 
saving files 14, 55-58, 
110-112 
file already exists 58 
scrolling 105 
search and replace in WP 76 
searching for a cell 92-94 
selecting records 43-47 
setting a marker 75-76 
shrinking a report 50 
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simulation of AppleWorks 3 
single-record layout 35, 49 
SM 75 
software 4 
source for copy 98 
bar 
to pause in printing 54 
typing space characters 24 
space character 24 
split Spreadsheets 107-110 
Spreadsheet 89-112 
copying cells 97-105 
finding a cell 92-94 
jumping in 95, 110 
moving around 92 
new entry 96-105 
size of 92 
split 107-110 
Starting 
training disk 9 
AppleWorks 21-25 
startup disk 5, 21, 22 
stopping printing 54 
storage of files 
permanent 14 
temporary 15, 16 
SUM function 94 
Switching between applications 
122 


y 


tables format 49 
temporary storage of files 15, 
16 
text 
case sensitive 7/7 
centering 71 
composing 13 
finding 70 
moving 78-81 
The current disk 32 
title screen 22 
totaling a category 52 


Index 


training disk See Apple 

Presents AppleWorks 
troubleshooting 10, 23 
two disk drives 26 


typing 
a label 96 
the date 24 
U 
UJ 74 


unique match 41 
unjustified text 74 
uppercase letters 42 


V 


value 
copying 97, 104 
definition 94 
key 105 


W 


What If? 89, 107 

window 94 

windowing 108 

Word Processor 63-86 
adding words 68 
deleting words 66 
moving text 78 
printer options 72 

word wraparound 68 

worksheet, definition 98 

wraparound 68 

write protection 5 

writing 13 

wrong file 33 


XYZ 


zooming in 
inDB 35 
in WP 76 
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